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eMARS Cost Accounting — Projects and Grants

1 — Orientation

Cost Accounting is the tracking of accounting events that are associated with a special purpose. The
purpose could be defined by funding received from an outside entity like a Federal award or third-party
award or the purpose could be grouping costs together for internally defined reasons (for a special
spending initiative or specific costs incurred to provide a service). In many cases, Cost Accounting
activity is tracked for purposes of billing an outside entity to reclaim some or all of the costs. In the
Commonwealth of Kentucky, Cost Accounting functionality is used primarily for grants and federally-
funded projects. It allows for the establishment of grant agreements, identification of costs and
revenues by grant, and automated reimbursement of grant costs.

This course will introduce you to the use of the Major Program structure in the Cost Accounting
business area of eMARS.

Pre-requisites
You should have completed the following courses before continuing:

e eMARS 101 Intro to eMARS
e eMARS 110 Chart of Accounts
e eMARS 201 General Accounting Overview

Learning Objectives

At the conclusion of this session, you will be able to:

¢ Define the chart of accounts cost accounting attributes

e Describe the purpose of cost accounting reimbursable budget structures

e Setup a Major Program structure

e Process Charge Transaction (CH) Document

e Process Cash Receipt (CR) Document to record vendor refund

e Review and correct validation and submission error messages

e Describe the specific conventions adopted by Kentucky in each business area

Grant Business Processes Overview

Cost Accounting uses the Major Program structure to capture the reporting and processing rules for a
project or grant. The Major Program defines the high level initiative under which funds are received and
identifies global characteristics for all programs defined beneath. The Program defines the breakdown
of the Major Program initiative and is based on budgeting, reporting, and/or Chart of Accounts inference
needs requirements. The Program and Program Period are coded on accounting documents. Other
elements that are used to define the program including Funding Profile, Funding Priority and Funding
Line are inferred.
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Through the reimbursement process, expenditures and charges are selected for reimbursement based
on the CMIA method and clearance pattern that is used by the Commonwealth. Reports are generated
detailing the transactions against the grants and the amount that should be requested from the Federal
funding source. Receivable (RE) and Cash Receipt (CR) documents are also created matching the
amount of funds to be drawn.

Grant Life Cycle

The business process life cycle for a grant includes:

¢ Reference data setup

e Reimbursable budget

¢ Record financial activity

e Reimbursement processes
e Reporting

Reference Data Setup

Proper management of projects and grants begins with the definition of a meaningful reporting
structure. eMARS grant setup and maintenance is done through a series of table setups. The tables are
covered in detail later but they include:

e Major Program Class (MJPCLS)

e Drawdown Group (DDG)

e Major Program (MJPRG)

e Program (PROG)

e Program Period (PPC)

e Funding Profile (FPRFLST)

e Funding Profile Inference (FPI4)

Reimbursable Budget

eMARS reimbursable budget structures are separate from expense and revenue budget structures,
such as appropriation and allotment budgets. Reimbursable budgets allow users to track expenditures,
encumbrances, charges, revenue credits and revenue received against grants. It also provides a
mechanism for putting constraints on the amount expended against a grant based on certain criteria
such as available amount. Grant budgets are established in eMARS using documents. Reimbursable
Budget Structure 39 will be used for all programs in eMARS.

Record Financial Activity

Recording financial activity is the process by which grant funds are expended and recorded against the
grant. This process also covers the distribution of revenues among Commonwealth agencies as
appropriate.

]
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Reimbursement Processes

eMARS provides a Reimbursement Process for grants and federally-funded projects to generate
Receivable and Cash Receipt documents. Documents are automatically generated to request money
from the grantor. The responsible Commonwealth agency obtains funds from funding agencies through
this process. This process may also encompass the distribution of grant revenues among other
participating Commonwealth agencies.

Reporting
Full detail is kept on each expenditure record and its reimbursement history to support the
expenditure/funding sources reporting required. The following tracking mechanisms are available:

e Budget status and reimbursement activity inquiries with drill-down capability

e Ad hoc query capabilities

e Reports

eMARS Cost Accounting Features

e eMARS uses Front-end split functionality, which performs fund accounting calculations for
transactions at the time of document validation. Front-end split adjusts the input document to
infer and record the accounting codes and the funding participation information at the time of
validation. Front-end split allows the funding to be split between select chart of accounts
elements. Budgets are updated real-time so the financial status is known immediately.

e eMARS provides table-driven structures for grants, eliminating the need for document approvals
to make changes to grant setup.

e Drawdown group codes are used to group drawdowns into one cash receipt in the
reimbursement process.

e The Major Program Class rollup is used to tie Major Programs from multiple Departments
together.

e eMARS uses a limited number of Customer codes. A Customer record will be established for
five Federal providers and one State provider.

e eMARS uses Letter of Credit values to provide flexible negative drawdown prevention
capabilities.
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eMARS Table Structures for Grants

Rather than documents, eMARS provides table structures for grant maintenance. In particular, the Major Program
Structure (MPS) defines the grant’s overall structure. A Major Program is defined within Department, and it is
comprised of Programs (representing reportable activities), Program Periods (representing grant award periods),
and Funding Profiles. Here is a sample MPS structure (explanations of the elements are provided later):

Major Program MEDMPS Program Periods: 09, 10 (awards in two Federal FYs)
Program: MEDO1 Funding Profile: 75F25S (75% Federal)
Program: MEDO02 Funding Profile: 100S (100% State — ineligible)

Funding Profile: 100F (100% Federal)

Program Periods, Programs, and Funding Profiles are defined independently within Major Program. They can
then be linked together by establishing budgets and inferences.

Document Codes

The following table displays cost accounting document codes currently used for cost accounting in
eMARS.

Business Process Document Code | Description

Grant and Project Budgets BGPDR Program Period
Reimbursable

Record project charges CH Charge Transaction

Record Non-accounting Memo: CH Charge Transaction

(third party activity)

Record program income CR Cash Receipt

Record receivables (draw RE Receivable

requests)

Record cash receipts (draw CR Cash Receipt

deposits)

Reimbursable budget JvC Cost Accounting Journal

corrections (manually split) Voucher

Reimbursable budget JV2E Journal Voucher Correction

corrections (Front End Split)
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Exercise - Loqg in to eMARS

You will use a Training ID to access the training database during class. These IDs are only set up for
the training environment. Your User ID for the production environment will be assigned along with a

new password in eMARS.
1. From the Login page, enter the following information:

Required Fields Values

User Name Enter the Student ID shown on your student card.
NOTE: User Names are case sensitive.

Password Enter the Password and click Login.
NOTE: Passwords are case sensitive.

F/I:.  ADVANTAGE

User Name : |StudentD1 |

Password: |..... |

I Login || Reset

Copyright @ 2001, 2007
CGl Technologies and Solutions Inc.
All Rights Resened.

Usze of this sofhware is subject to

AME Advantage® iz a
registerad trademan: of
CGl Technologies and Solutionz Inc,

Add AME Advantage to wour Favorites

CGl Technologies and Solutions Ine. license agreement.

The Home Page appears.
eMARS Home Page

fq D‘\FAAN'T:AG E Home Personalize

ent 01 Procuremert  / e Ac eC e Budget Acoounting

+ Message Center
» Search

» History

+ Favorites

» Administration

Help Accessibility
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2 — Cost Accounting Tables

Overview

The following are Cost Accounting reference tables that comprise the Major Program structure:

Setup Tables Page Code | Brief Description

Drawdown Group DDG Used to set up valid Drawdown Groups.

Major Program MJPRG Defines the high level initiative under which funds are received
and identifies global characteristics for all programs defined
beneath.

Program PROG Defines the breakdown of Major Program based on budgeting,
reporting and/or Chart of Accounts inference requirements.

Program Period PPC Establishes award periods (or Cost Accounting fiscal years)
under Major Program.

Funding Profile FPRFLST Identifies funding relationships within Major Program.

Funding Priority FPRFLST Specifies the stages of billing for a Funding Profile.

Funding Line FPRFLST Identifies the billing information related to a specific Customer
within Funding Profiles.

Funding Profile FPI4 Infers a Funding Profile based on Department, Major Program,

Inference 4 Program, and Program Period. If an inference cannot be made
for a cost accounting entity, then an error is issued, preventing
the document from accepting.

CMIA Setup CMIA Specifies which funding sources require that drawdown

amounts submitted for reimbursement comply with CMIA
(Cash Management Improvement Act) calculation.

Drawdown Group (DDG) Table

The Drawdown Group (DDG) table is used to set up valid Drawdown Groups. Drawdown Group is used
to group Major Programs such that a single CR document is generated to represent a funds transmittal
from a grantor. If a Major Program is set up for generation of RE/CR documents, Drawdown

Group is required on the Major Program (MJPRG) table.

The records on the DDG table validate what is entered on the MJPRG table in the Drawdown
Department and Drawdown Group fields. This assures all Major Programs within a Drawdown Group
have the same Drawdown Department value and only valid Drawdown Groups are used. All of the
fields on the Drawdown Group table are required. This table is maintained by Statewide Accounting

Services (SAS).

)
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Drawdown Group and Generated Cash Receipt (CR) Documents

eMARS provides the capability of generating Receivable (RE) and Cash Receipt (CR) documents to record
drawdowns. Grants can be set up such that eMARS automatically tracks costs, calculates drawdown amounts on
a weekly basis, posts RE documents to record drawdown requests and creates CR documents that later can be
processed to post the deposit of the cash reimbursement.

Drawdown Group facilitates the cash deposit process by minimizing the number of CR documents that represent
a single bank deposit of a cash transfer from a grantor. To illustrate, consider the scenario where three
Departments (AAA, BBB, and CCC) are each participating in three grants. Department AAA is the Drawdown
Department for all three grants. Department AAA requests reimbursement for all three grants at the same time.
The grantor executes a single electronic transfer to the bank to reimburse all three grants. Each Department uses
the same Drawdown Group code when creating the Major Programs under which the three grants will be set up.
The result is a single CR document for the bank deposit that distributes the cash receipt among each of the three
departments. Department AAA is the Document Department on this CR.

Drawdown Group (DDG) Table

Drawdown Group

Menu Quick Search

Drawdown Group HName | Drawdown Department | Drawdewn Unit

O7ShED OFShED OFS LIMIT
v

S2THWED S2TMED 527 LIMIT

51 0MED B10MED E10 LIMIT

ETOMED ETOMED 70 LMIT

First Prew Mewxt Last

Save Undo Delete Insed Copy Paste Search

‘Crrawedown Group : |ALLWED

‘Mame |Medica| Grants

*Short Name : [MED GRANTS

‘Drawedown Department : [753
Diraweddowen Linit - [LIWIT

ChilA Method © | Average Clearance v

e Drawdown Group: The unique identification for the selected Drawdown Group record.
e Name: The descriptive name for the grant or other cost accounting entity which is the group
e Short Name: The short name for the grant or other cost accounting entity which is the group.

e Drawdown Department: The Department of the primary recipient of the grant. Receivable and
Cash Receipt documents created from reimbursement will use the Drawdown Department as
the Document Department.
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eMARS|smsgm

e Drawdown Unit: Receivable and Cash Receipt documents created from reimbursement will use
the Drawdown Unit as the Document Unit.

e CMIA Method: Select Average Clearance from the drop-down list.

Major Program (MJPRG) Table

The Major Program (MJPRG) table allows you to define and view information for Major Program codes
that are used for Cost Accounting and other activities. The Major Program element is the highest-level
summary code in the Major Program Structure (MPS). The element defines high level information for an
initiative under which funds are received and identifies global characteristics for all programs defined
beneath it.

The Major Program structure encompasses features and functionality required to handle the
complexities of grant accounting from establishing grant budgets, to expending funds, to drawing down
funds from the entity providing the funds.

The Major Program element cannot be entered on the accounting line of a document. It is inferred from
the Program code entered on transactions. The element is included in all journal/ledger postings.

Major Program (MJPRG) Table: General Information
Major Program

Menu Quick Search

Major . Drawdown Drawdown
Department Program Group Department
721 DLMMPS Medical care Yes WORK 721
+ Yes
7a5 11 2MPS Medical care Yes
758 9a37MPE Medical care  Yes

First Prew Mext Last

Sawe Undo Delete Inset Copy Paste Search Fhk

—wGeneral Information

‘Department ; (527 Effective From : I
*Wajor Program : IEI31MF'5 Effective Ta 3|

Active v
Budoeting : W

"Marne : |Medic:a| Care

“Short Mame ; |Med care

Reirmb Status :|Allnwed for Reimbursement hd

)
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General Information

e Department: Agency or UPPS department (the department expending the funds).

e Major Program: A 6 character code that identifies the global characteristics for all the Programs
defined beneath the Major Program (the highest level of the MPS).

e Name: The title of the Major Program.

e Short Name: A short name for the title of the Major Program.

e Effective From: Leave blank. Non-overridable errors result when trying to validate documents
outside of the effective dates.

e Effective To: Leave blank. Non-overridable errors result when trying to validate documents
outside of the effective dates.

e Active: Determines if the Major Program is active. Select the checkbox if the Major Program is
active or clear the checkbox if the Major Program is inactive. When trying to process documents
against an inactive Major Program, the system will generate an overridable error.

e Budgeting: Select the checkbox if you want to allow a budget document (BGPDR) to be created
using the Major Program.

e Reimb Status: Select Allowed for Reimbursement if the Major Program (based on your grant
agreement) is ready to be reimbursed by a federal entity and you are currently able to draw
down funds on the Major Program. It is strongly recommended that you suspend records at
the Funding Line level only.
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Major Program (MJPRG) Table: General Options

Drawdown Department

wieneral Options

Stage Definition: [ Reclass Exclusion: [
Reirnb Budget : (39 Split Type : | Frant End Split (FES) v
Reporting Basis * | MiA B Construction In Process ;. [

Federal Appropriation Setup ;| Funding Line b
Drawdown Group : [ALLMED :

Internal Vendor -
Ii
Ii

Drawdown Lnit

General Options

Stage Definition: Reserved for future use. Do not select the checkbox.

Reimb Budget: Type 39. The system will not allow you to save a record on MJPRG unless this
field equals 39.

Reporting Basis: Select one of the three options from the drop-down list. See the Reporting
Basis note on page 14-15 for additional information.

o Accrual — The Program Period (PPC) code will be inferred based on the entry of the
“service from” date on the payment request documents.

o Cash —The PPC will be inferred based on the date on which the check was paid.

N/A - The PPC will not be inferred on payment documents and will be required to be
entered on the accounting line or keyed in your accounting template.

Drawdown Group: This is the code that defines how Receivable (RE) and Cash Receipt (CR)
documents are grouped together. Make sure you type a valid drawdown group in this field if
REs/CRs will be generated.

Drawdown Department: Protected. This is the Department who is the primary recipient of the
grant award and will default from the Drawdown Group entered.

Drawdown Unit: Protected. Also defaults from the Drawdown Group.
Reclass Exclusion: Not utilized by the Commonwealth.

Split Type: Select Front End Spit (FES) from the drop-down box. The system will not allow you
to save a record on MJPRG unless the drop-down box equals Front End Split (FES).

Construction in Process: Not utilized by the Commonwealth.

Federal Appropriation Setup: This flag determines where fields used for reporting and FHWA file
generation are obtained. Select one of the two options from the dropdown-list.

o Program Period — Funding identification fields (Federal Catalog Agency, Federal Catalog
Suffix, Federal Appropriation No., Common Accounting No., External Account No., Letter
of Credit No., and Construction Budgeting Authority No.) will be set up on the Program
Period (PPC) table.

o Funding Line — Funding identification fields will be entered on the Funding Lines in the
Funding Profile (FPRFLST) table.

Internal Vendor: Not utilized by the Commonwealth.

]
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Reporting Basis

For Federal awards, and other situations where an award is repeated for more than one fiscal year, eMARS can
automatically determine the Program Period to which a payment should be charged. Logic exists in eMARS to
automatically populate the Program Period based on the entry of other dates and fields in the document. Thus,
users are not required to determine the Program Period in which an event belongs. There are two methods for
Program Period inference:

Example:

Major Program = GRANT

Program = GRANT

PPC Inference Dates
09 10/1/08 — 9/30/09
10 10/1/09 — 9/30/10
ACCRUAL
When Service Date PPC Inferred (GAX) When PPC Inferred(AD)
Create Check
GAX 9/20/2009 9/20/2009 09 Cut 9/20/2009 09
Create Check
GAX 9/20/2009 9/20/2009 09 Cut 10/2/2009 09
Create Check
GAX 10/2/2009 10/2/2009 10 Cut 10/2/2009 10
Create Check
GAX 10/2/2009 10/2/2009 10(overtype 09) Cut 10/2/2009 10
Create Check
GAX 10/2/2009 9/30/2009 09 Cut 10/2/2009 09
CASH
When Service Date PPC Inferred (GAX) When PPC Inferred(AD)
Create Check
GAX 9/20/2009 9/20/2009 09 Cut 9/20/2009 09
Create Check
GAX 9/20/2009 9/20/2009 09 Cut 10/2/2009 10
Create Check
GAX 10/2/2009 10/2/2009 10 Cut 10/2/2009 10
Create Check
GAX 10/2/2009 10/2/2009 10(overtype 09) Cut 10/2/2009 10
Create Check
GAX 10/2/2009 9/30/2009 10 Cut 10/2/2009 10

Be aware that eMARS makes a distinction between a cash expenditure and an accrued expenditure.

eMARS - GAX document
Accrued Expenditure $100
Disbursements Payable $100

eMARS - AD document
Disbursements Payable $100
Accrued Expenditure $100

Cash Expenditure $100
Cash $100

In eMARS, the check has an accounting impact. It reverses the accrual created by the payment document, and
creates the entry to post a cash expenditure and cash. The reason this is important, is that when the check is cut,
the AD document will go through any inference routine (like PPC) as well as validated chart of account elements.
Only cash expenditures are billed and go through the Reimbursement Offline Process. Accrual
transactions (such as those found on GAX and PRC documents) have no effect on reimbursement.

]
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Major Program (MJPRG) Table: Rollups

=Rollups

Major Program Class ; li
Major Program Category Ii
Major Program Group : Ii
Major Program Type : li

Rollups (optional)

These rollups are available to group your Major Programs across Departments using Class or Category
or within Department using Group and Type.

e Major Program Class: The equivalent to the Entity Wide Project Number. Major Program Class
is a roll-up of Major Program and is not keyed by Department. The Finance Cabinet establishes
the codes in the Major Program Class Table (MJPCLS). The codes are assigned on a first-
come, first-served basis as requested. The responsible department for reporting to the federal
entity (primary recipient of the grant award) requests the code from the Finance Cabinet and
supplies the code to any sub recipients. Both Departments (primary and sub-recipient) are
responsible for associating their Major Programs to the correct Major Program Class.

e Major Program Category — Not keyed by Department. These are also established by and
requested from the Finance Cabinet.

e Major Program Group — Keyed by Department.
e Major Program Type — Keyed by Department.

Major Program (MJPRG) Table: Description/Contact

whiescription/Contact

Contact :

Description :

Description Contact

e Contact: Not utilized by the Commonwealth.

e Description: This field can be used for things like, briefly describing the grant or identifying the
individual who administers the federal program and is responsible for the reporting of the grant
award.

]
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Major Program (MJPRG) Table: Highway Project

~=Highway Project

Froject Agreement Mumber : |

County

Secondary Road Plan ;

Building Mumber :

Mile Post Start: |

Farcel Mumber :

Mile Post End : | Coridar
Mile Post Lenoth Board Entity ;
Statian :
| Legislative Entity :
Enity | Indian Reseratian
Area
| Highway Functional Class
Waork Descriptian ‘
Highway Project

This section is used by the Transportation Cabinet.

Major Program (MJPRG) Table: Overhead

wOverhead
verhead Eligible

Cwerhead Default Rate
Overhead Redirection
Fund :

Sub Fund :

Ohject:

Suh Ohject:

Revenue

Sub Revenue :

BSA

Sub BSA

Lnit:

THTTHTT

Appr Unit

Activity

Sub Activity

Function :

Sub Function :

Location :

Suhb Location :

Reparting :
Sub Reporting :
Dept Ohject
Dept Revenue ;
Task:

Sub Task:

Sub Unit

THITTH T

Overhead
This section is not used.

)
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Program (PROG) Table

The Program (PROG) table allows you to define and view information for Program codes that are used
for Cost Accounting and other activities. Program is a user-defined breakdown of Major Program based
on budgeting, reporting, and/or chart of account inference requirements.

Program will be included on the accounting line, on transactions and on ledger postings. Program is
required on documents when the fund entered on the accounting line is a Federal Fund. Each Program
can be associated with only one Major Program.

Program (PROG) Table: General Information

Personalize Help Accessibility Logout

I

ADVANTAGE

Wielcarm ent 01 Procurement Budnet > oLnting

Cost Accounting s

Grant Accounting

Program Setup

Create Major Program Class
Create Dravwdown Group

Create Major Program
Create Prograrm

Program

Department

T2 DLMNO1

Create Program Period Code

Cost Allocation

Addmin - Medical care  DLMMPS

Effective
From

Yes

Create CMIA Record o Yes
Create Funding Profile 755 11201 Admin - Medical care 112MPS es
Create Funding Profile Infere

Hgag sl b zaliz Qudag 755 5a701 sdmin - Medical care 957MPS Yes

100172005 09/30/2006

Menu Quidk Search

Billing
Agreement
Date

Effective
To

110172005 Allovvesdd for Reimbursement

1100172005 Allovweedd for Reimbursement

100172005 Allovweed for Reimbursement

Reimb Status

Allovveed for Reimbursement

Documents First Frev Mest Last

Reimbursable Budget Ing

Save Undo Delete Insert Copy Paste Search

wk

rwGeneral Information

Departtment : |52?'
Prograrm : IDS1D1

Marne : IAdmin - Medical care

Short Mame I.f-\dmin
Major Program : IDS‘] MFP S

Suh Account:l

Site Location |

Effective Fram
Effective To

Billing Agreement Date

Active

Budgeting

Reimh Status

Reimb Eligible

Reclass Exclusion

=
=
[ome
2
2

: |Allowed for Reimburserment ~

v
r

Major Program Effective Start Date
tajor Program Effective End Date

General Information

e Department: The Agency or UPPS department (the department expending the funds).

e Program: A 10 character (maximum) code that identifies the grants that need to be tracked with
a budget.

e Name: Title of the Program.
e Short Name: Short name for the title of the Program.

e Major Program: Enter or select from the pick list the Major Program associated with the
Program. Be sure to enter the correct value; this should not be changed later.

e Sub Account: Optional, free-form text.
e Site Location: Optional, free-form text.

)
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Effective From: Leave blank. Non-overridable errors result when trying to validate documents
outside of the effective dates.

Effective To: Leave blank. Non-overridable errors result when trying to validate documents
outside of the effective dates.

Billing Agreement Date: Defines the earliest date for which Program expenditures can be
reimbursed.

Active: Determines if the Program is active. Select the checkbox if the Program is active or clear
the checkbox if the Program is inactive. When trying to process documents against an inactive
Program, the system will generate an overridable error.

Budgeting: Select the checkbox if you want to allow a budget document (BGPDR) to be created
using the Program.

Reimb Status: Select Allowed for Reimbursement if the Program (based on your grant
agreement) is ready to be reimbursed by a federal entity and you are currently able to draw
down funds on the Program. It is strongly recommended that you suspend records at the
Funding Line level only.

Reimb Eligible: Indicates if expenditures against the Program are reimbursable by an external,
typically federal, entity. A selected checkbox indicates expenditures are reimbursable. A cleared
checkbox indicates that expenditures are not reimbursable.

NOTE: This checkbox appears on other setup tables. The fact that the checkbox is selected
on the Program table does not necessarily imply ALL charges against this Program are
reimbursable.

Reclass Exclusion: Not utilized by the Commonwealth.

Program (PROG) Table: Rollups

wRollups

Frogram Class ’7
Frograrm Categary ’7
Prograrm Type : ’7
Frograrm Group | ’7

Rollups (optional)

These fields are available to group your Programs across Departments using Class or Category or
within Department using Type and Group.

Program Class — Not keyed by Department. The Finance Cabinet establishes the codes in the
Program Class Table (MJPCLS), and they are assigned on a first-come, first-served basis as
requested.

Program Category — Not keyed by Department. These are also established by and requested
from the Finance Cabinet.

Program Type — Keyed by Department
Program Group — Keyed by Department.

]
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Program (PROG) Table: Description/Contact

whescription/Contact

Contact:

Description :

Description/Contact

e Contact: Not utilized by the Commonwealth.

e Description: This field can be used for things like, briefly describing the grant or identifying the
individual who administers the federal program and is responsible for the reporting of the grant
award.

Program (PROG) Table: Highway Project

~wHighway Project

Wtk Description ;

Froject Agreement Bumber | Secaondary Road Plan : |
Federal Aid Project Mumber | Building Mumber |
County FParcel Mumber : |
Wile Post Start : | Corridar :
Mile Fost End : | Board Entity :
Mile Post Length - Legislative Entity :
Station :
| Indian Reservaton: |
Entity
ki | Highweay Functional Class
Area . |

Highway Project
This section is used by the Transportation Cabinet.

Program (PROG) Table: Fixed Asset Information

Fixed Asset Construction Prograrm Level ; | v|

{vﬁxe(l Asset Information

Fixed Asset Information
Fixed Asset Construction Program Level: Not utilized by the Commonwealth.

]
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Program Period (PPC) Table

The Program Period (PPC) table allows you to establish sequential timeframes for each Major
Program. The Program Period is the fiscal period of the Major Program's primary funding source.
Proper cost reporting for many Programs requires tracking a time period that is different from the
standard fiscal year. This need exists for multi-year programs, Programs that run on a different fiscal
year cycle (e.g. a federal fiscal year) or Programs with a distinct start and end date.

information.

NOTE: If N/A is entered as the Reporting Basis, Program Period is required on an originating
document. A “stand alone” payment request requires entry of PPC. However, a payment request
that references a “contract” will infer the PPC from the contract, which may need to be overridden to
represent the current Program Period. See the Reporting Basis note on page 14-15 for more

Program Period (PPC) Table: General Information

JIINS

Wielce

ADVANTAGE

ent 01

Procurement  Accourts Payable

Cost Accounting

Grant Accounting Program PeriOd

Accounts Receivable

Home

Budget

Fersonalize Help Accessibility

Cost Accounting

Create Major Program Class
Create Dravdloywn Group
Create Major Prodram
Creste Program
Creste Program Period Cocde

Program
Period

Seguence
031 MPS 1

Program
Period

Major

Department Brecran

09

52T

Create CMIA Record

Create Funding Profile 758 112MPE 1 06

Create Funding Profils Infare

Creste Reimbursakle Budoge
Cost Allocation

06

736

AETMPE 1

Menu Quick Search

Program
Period Inf
From

10001 2005

Program
Period Inf To

10001 /2005

10001 2005

Logout

Total Clearance
Percentage

Reimb Status

09/3002009  Alloweed for Reimbursement

0903002006 Alloweed for Reimbursement

09/30,02006  Alloweed for Reimbursement

100.00

100.00

100.00

First Prev Mext Last

Documents

Reimbursable Budget Ing

Save Undo Delete |nsert Copy Paste Search sk

~wGeneral Information

‘Department: 527 B3
*Major Program W
‘Major Prograrm Mame _
‘Program Period Seguence : _
‘Program Period Ir

‘Program Feriod Marme |Fec|era| Fiscal ¥ear 2009

“Shart Mame IEDDQ

‘Program Period Inf From
‘Program Period InfTo

Active

Budgeting :

Reimb Status

: |1nfm /2008
: IDBGDQDDB
W

g
W

: |Allowed for Reimbursement

]

Wajor Program Effective Start Date
Major Program Effective End Date

Total Clearance Percentage

~®General Options
Stage Definition : Mo

Stage Profile : I

)
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General Information

Department: Agency or UPPS department (the department expending the funds).

Major Program: Enter or select from the pick list the Major Program for which you are
establishing Program Periods.

Major Program Name: Protected. Will be populated with the entry of the Major Program.

Program Period Sequence: Protected. Will be populated based on the number and sequence of
Program Period Codes within a Department and Major Program.

Program Period: Program Period is a breakout of Major Program into sequential timeframes.
The major use of this field will be to capture the Federal Fiscal year of the federal award. By
doing this users can establish their Major Programs, Programs, and Funding Profiles (providing
funding has not changed) once, and only requiring setting up a new PPC each time you are
awarded your grant for the new federal fiscal year.

Program Period Name: Title of the Program Period.
Short Name: Short name for the title of the Program Period.

Program Period Inf From: The beginning date of the fiscal period of the funding source. If prior
Program Periods have been entered, this date must be one day later than the Program Period
Inf To date on the prior Program Period.

Program Period Inf To: The ending date of the fiscal period of the funding source

Active: Determines if the Program Period is active. Select the checkbox if the Program Period is
active or clear the checkbox if the Program Period is inactive. When trying to process
documents against an inactive Program Period Code, the system will generate an overridable
error.

Budgeting: Select the checkbox if you want to allow a budget document (BGPDR) to be created
using the Program Period.

Reimb Status: Select Allowed for Reimbursement if the Program Period (based on your grant
agreement) is ready to be reimbursed by a federal entity and you are currently able to draw
down funds on the PPC. It is strongly recommended that you suspend records at the
Funding Line level only.

Major Program Effective Start Date: Protected. Defaults from the Major Program Table.
Major Program Effective End Date: Protected. Defaults from the Major Program Table.

Total Clearance Percentage: Protected. Defaults based on the CMIA clearance pattern on the
CMIA table.

Program Period (PPC) Table: General Options

wieneral Options
Stage Definition © Mo

Stage Profile ;

General Options

Stage Profile: Not utilized by the Commonwealth.
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Program Period (PPC) Table: Description/Contact

whescription/Contact

Contact

Description :

Description/Contact

Contact: Not utilized by the Commonwealth.

Description: This field can be used for things like, briefly describing the grant or identifying the
individual who administers the federal program and is responsible for the reporting of the grant
award.

Program Period (PPC) Table: Funding Identification

=Hunding ldentification

Federal Catalog Agency Zommon Accounting Mo, |
Federal Catalog Suffix External Account Ma. |
Federal Agency Mame : Letter of Credit Mo, - |

Federal Apprapriation Ma.
RRroR Construction Budgeting Autharity Mo,

Funding ldentification

Federal Catalog Agency: Enter or select the two digit number identifying the Federal Agency
from the pick list.

Federal Catalog Suffix: Enter the 3 or 4 digit CFDA suffix. Note the first two digits of a CFDA
number is the Federal Catalog Agency, which is entered above.

Federal Agency Name: Protected. Will be populated from entry of the Federal Catalog Agency.

Federal Appropriation No: Optional. Used by the Transportation Cabinet. Enter or select the 4
digit appropriation number from the pick list.

Common Accounting No: Optional, free-form text.

External Account No: Enter the identification number (e.g., subaccount) for the federal system
you use to request funds.

Letter of Credit: If you are allowed to net positive draws against negative draws within a
Drawdown Group enter the Drawdown Group of the Major Program.

Construction Budgeting Authority No: Optional, free-form text.

]
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Exercise 1 — Primary Recipient Setup of a Major Program
Scenario

The Federal Government is funding an initiative to provide Medical Care to citizens who are at or below
the poverty line. The Federal Government requires that we report on those costs under the initiative
that are attributable to administration of the grant.

Task Overview

Access each of the Major Program Structure (MPS) tables and enter the appropriate data.
Procedures
Enter Data on the Major Program Table

1. Click the Cost Accounting workspace link on the eMARS Home page.

Help Accessibility Logout

A D V,AN T;AG E . o Personalize

it 01 Budget  Cost Accounting

Accounts Receivakle

Cost Accounting

Grant Accounting Grant Accounting

I—_— Thiz Wekspace covers the steps necessary to establizh vour ageney's Grant Aceounting structure.
Create Major Program

Create Program Period Code
—C ate Ol R & OPTIONAL: This izthe equivalent to MARS Entit-wide project. Allows yvou to group Major Programs across depantments, Updates requested through 545,
tedle LAl Mesand Majar Program Class (MIFCLE)
Create Funding Profile

reste Funding Profile Infere

Create Reimbursable Budoe
Cost Allocation
Documents

Reimburgable Budget Ing b Create Major Program
REQUIRED for all cost accounting data structure setup. Major Frogram iz the highest-level summary code in the cost accounting data structure |

Create Program .
’,, Create Major Program Class

b Create Drawdown Group
REQUIRELD if the system genarates RE and CR documents for your Major Program. Updates requested through SA5.

REQUIRED for all cost accounting data structure setup. This is a userdefined breakdown of Major Frogram based on budgeting, reporing andfor chart of
coount inference requirements. Program can be associated with anly one hajor Program.

b Create Program
L

b Create Program Period Code
REQUIRED for all cost accounting data structure setup. Frogram Feriod iz the fiscal period of the hajor Program's primany funding source

b Create CMIA Record
REQUIRELD if vour ChilA method is Average Clearance.

~ b Create Funding Profile
REQUIRELD for all cost accounting data structure setup. The chart of account element that identifies funding relationships within kajor Frogram. Funding
Frofiles are composed of Funding Priorities, and Funding Priarities are comprized of Funding Lines,

~ b Create Funding Profile Inference 4
REQUIRELD far all zost accounting data structure setup. Establishes relationships between Department, Major Pragram, Program and Pragram Period to a
Funding Frofile.

b Create Reimbursable Budget
|— REQUIRED for all cost accounting data structure setup. The BGFDR document is used to maintain wour Reimbursable Grant Budget,

2. Click Create Major Program from the Secondary Navigation Panel to open the Major Program
(MJPRG) page.

)
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Major Program

Menu Quick Search

Department | Major Program Hame Active  Effective From  Effective To | Drawdown Group | Drawdown Department

T DL MRS Medical care  Yes WORK T
- es

755 112MPS Medical care  Yes

755 95TMPS Medical care  Yes

First Prew Mest Last

Sawe Undo Delefe Insed Cqpy Paste Search L h

~wiEeneral Information

‘Depattrnent ; |52?' Effective From : I
“Major Prograrn ||:|31 WMPS Effective To I
v

“Name |Medica| Care Active . W
Budgeting : W

‘Bhart Hame : |Med care|

Reirmb Status |Allnwed for Reimbursement b

3. Click Insert.

4. Enter the following information in the General Information section:

Required Field Value

Department Your department from the student card.
Major Program Your Major Program from the student card.
Name Medical care

Short Name Med care

Active Selected

Budgeting Selected

Reimb Status Allowed for Reimbursement

)
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~wGeneral Options

Stage Definition :

Reclass Exclusion: [

-
Reirmb Budget : |39 Split Type | Front End Split (FES) V|

Reporting Basis | [,

Construction In Process . [

Drawdown Department

Drawedovn 1INt

Drrawcdovn Group : JALLMED
R
R

Federal Appropriation Setup | Funding Line V|

Internal vendar : |

5. Expand the General Options section and enter the following information:

Required Field Value
Reimb Budget 39
Reporting Basis N/A
Drawdown Group ALLMED
Split Type Front End Split (FES)
Federal Appropriation Setup Funding Line
6. Click Save.
=
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Enter Data on the Program Table

7. Click Create Program in the Cost Accounting Workspace to open the Program (PROG) page.

Personalize Help Accessibility Logout

Home

ADVANTAGE

Cost Accounting

Accounts Payable  Accounts Budoet

Procuremert

Cost Accounting S

Program Setup

Grant Accounting
Create Major Program Class
Create Drawvdown Group

Menu Quick Search

Effective Effective

G RieEn Department Program T Active A To Agr;:tr:ent Reimb Status

Create Program Period Code T DLRO1 Admin - Medical care DLRHMPS Yes 100172005 093002008 1040172005 Allovweed for Reimbursement
Create ChMIA Record i Yes Alloreeed for Reimbursement
Create Funding Profile 755 11201 Admin - Medical care 112MPE Yes 110172005 Allovweed for Reimbursement
riEne Lo aeie DUt 750 701 Admin- Medical care SBTMPS es 1102005 Allowed for Reimbursemert

Cost Allocation
Documents
Reimbursable Budget Ing

First Prew Mext Last

Save Undo Delefe Insert Choy Pagte  Search  # B

~®General Infermation

Department : 527 Effective From : I
Program ; IDS1D1 Effective To: I
Marme ; |.f-\|:|min - Medical care Billing Agreerment Date ; |1DIE|‘II20E|8

Short Mame : IAdmin Active v
Majoergram:IDS']MF‘S Blogetng.s el

Reimb Status |Allowed for Reimbursement v

Sub Account : |
Reimb Eligitle: ¥

Site Location

Reclass Exclusion: [

Wajar Program Effective Start Date
fajor Program Effective End Date :

8. Click Insert and enter the following information in the General Information section:

Required Field Value
Department Your department from the student card.
Program Your Program from the student card.
Name Admin - Medical care
Short Name Admin
Major Program Your Major Program from the student
card.
Billing Agreement Date 10/01/2008
Active Selected
Budgeting Selected
Reimb Status Allowed for Reimbursement
Reimb Eligible Selected
9. Click Save.
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Enter Data on the Program Period Table
10. Click Create Program Period Code to open the Program Period (PPC) page.

Personalize Help Accessibility Logout

8, Coourtin

Cost Accounting

Grant Accounting Program PeriOd

Create Major Prodram Class
Create Drawedown Group

Menu Quick Search

7 . Program Program
Lreate Majar Prodram i i = 1| - .
Cee T o ro L&=lui] Dens ot Major Period Pro _nlm Period Inf I’four:rn Reirnb S o Total Clearance
k| = fepariment Program —_— Period Period Inf To Percentage
Seguence From

Create Program Period Code

T DLMMPS 10401 2005 0903002006 Allowwed for Reimbur sement
Create CMIA Recard “ Allowwed for Reimbursement
Create Funding Profile 755 112MP= 1 06 104012005 0973002006 Alowed for Reimbursement 100.00
Create Funding Profile Infere
Create Reimburzable Budde "
Fumsle Lelnke 2ot g 758 9ETMPS 106 10012005 093072008 Allewed for Reimbursement 100.00

Cost Allocation
Documents
Reimbursable Budget Ing

First Prev Mewxt Last

Save Undo Faste Search sk

rwGeneral Information

= ‘Department IE.?_?'— ‘Pragram Period Inf From ; IW
‘Major Program: [13TMPS I ‘Program Period InfTo : [19/302008 [

*Wajar Fragram Mame : _ Active © v
‘Prograrm Period Sequence _ Budgeting :

Reimb Status : i v
*Program Period : IE'Q— |Allowed for Reimburserment |
Major Prograrm Effective Start Date

'Pragrarm Period Mame IFederaI Fizcal Year 2003 Wajor Program Effective End Date ;

*Short Mame : |2D|39 Total Clearance Percentage : _

11. Click Insert and enter the following information in the General Information section:

Required Field Value
Department Your department from the student card.
Major Program Your Major Program from the student card.
Program Period 09
Program Period Name Federal Fiscal Year 2009
Short Name 2009
Program Period Inf From 10/01/2008
Program Period Inf To 09/30/2009
Active Selected
Budgeting Selected
Reimb Status Allowed for Reimbursement
12. Click Save.
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Negative Draw Prevention by Letter of Credit

Negative draw prevention is an eMARS feature that prevents the creation of RE and CR documents out of the
Reimbursement Offline Process if billed transactions with a specific common attribute sum to zero or less. The
attribute that Kentucky uses to prevent negative drawdowns is the Letter of Credit code entered on either the
Funding Line or the Program Period.

eMARS will prevent negative drawdowns for any reimbursement. It is recommended that Departments adopt a
standard for entry of Letter of Credit. In most cases, Departments will enter the Drawdown Group code again as
their Letter of Credit.

The following scenarios illustrate two possible uses of Letter of Credit for Negative Drawdown Prevention.
Suppose three departments (DPT1, DPT2, and DPT3) are each participating in three grants (GRANT1, GRANT2,
and GRANTS), all in the same Drawdown Group (DDG) with DPT1 as the Drawdown Department.

Scenario 1: Negative drawdowns may offset positive drawdowns as long as the net drawdown is positive. DPT1
instructs DPT2 and DPT3 to use the Drawdown Group (DDG) as the Letter of Credit code on each of their Major
Programs. Thus, the grants would be set up as follows:

DDG=DDG DPT1* DPT2 DPT3
GRANT 1 LOC = DDG LOC = DDG LOC = DDG
GRANT 2 LOC = DDG LOC = DDG LOC = DDG
GRANT 3 LOC = DDG LOC = DDG LOC = DDG

* = Drawdown Department

As you can see, all three Departments have used the same Drawdown Group and Letter of Credit code on all
three grants. Thus, GRANT1 may have a negative drawdown amount, but the total drawdown amount for all three
grants together will be prevented from going negative.

Scenario 2: Each grant’'s drawdown must be positive (i.e., negative drawdowns may not offset positive
drawdowns). DPT1 instructs DPT2 and DPT3 to use the following Letter of Credit codes:

¢ LOC1 when setting up the Major Program for GRANT1,
e LOC2 when setting up the Major Program for GRANT2, and
e LOC3 when setting up the Major Program for GRANT3.

DDG=DDG DPT1* DPT2 DPT3
GRANT 1 LOC = LOCH LOC = LOCH LOC = LOCH
GRANT 2 LOC = LOC2 LOC =LOC2 | LOC =LOC2
GRANT 3 LOC = LOC3 LOC =LOC3 | LOC =LOC3

* = Drawdown Department

Here, the drawdown amount for GRANT1 will be prevented from going negative (since all three Departments
established GRANT1 using the same Letter of Credit code). The drawdown amount for GRANT2 will also be
prevented from going negative, as will the drawdown amount for GRANT3. Since none of the individual grant
drawdown amounts can be negative, the total drawdown amount for Drawdown Group DDG is also prevented
from being negative.
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CMIA Setup (CMIA) Table

Some CMIA-eligible grants require use of a particular funding method for CMIA compliance. The only
funding method used in eMARS is Average Clearance.

You record disbursement clearance patterns for Average Clearance on the CMIA Setup (CMIA) table.
The reimbursement off-line process uses these patterns to determine dates applicable to drawdown
activities for CMIA-eligible grants. These are the dates you should request reimbursement and the
dates reimbursements are expected to be considered timely under the Cash Management
Improvement Act.

Again, in Kentucky, records on this table apply only to grants that use the Average Clearance CMIA
Method, which is specified on the Funding Line of the Funding Profile setup. Each year the Division of
Statewide Accounting Services will inform you of values to use when adding records to this table.

NOTE: If your Federal funding line specifies “Average Clearance” as the CMIA Method, you must
make an entry in this table in order for eMARS to generate documents.

CMIA Setup (CMIA) Table

nnnnn ibility  Logout

Grant Accounting CMIA Setup
Creste Major Program Class Menu Quick Search
Creste Dravvaown Groug
Create Major Program
Creste Program ¥ 527
Create Program Period Code
Creale CMlA Record 758 TSEMPS 2 100.00% 0 200

Department | Major Program | Clearance Day No | Clearance % | Program Period | Avg Clearance Factor
031MPS 2 100.00% 09 200

Create Funding Profile
Creste Funding Profile Infere
Create Reimbursable Budge
Cost Allocation
Documents
Reimbursable Budg

758 DLKMPS 2 100.00% 06 2.00
First Prev Next Last

Save Undo Delete Inset Copy Paste Search

Depattment : |527—
Major Prograrm : W
Clearance Day Mo : ,27
Clearance % : ’W
Frogram Feriod: 03 B

Awy Clearance Factor: 2.00

Frogram Period

e Department: The Agency or UPPS department (the department expending the funds).

e Major Program: Enter or select from the pick list the Major Program for which you are
establishing the CMIA setup.

e C(Clearance Day No: Enter the clearance day number. On each clearance day, a percentage of
allowable expenditures are expected to be reimbursed from federal sources.

e C(Clearance %: Represents the percentage portion of a disbursement/charge that is expected to
be reimbursed for that clearance day. The total clearance percentage for all clearance day
records for any Major Program/Program Period combination should equal 100%.

e Program Period: Enter or select from the pick list the Program Period for which you are
establishing the CMIA setup.

e Avg. Clearance Factor: Protected. Calculated. This is the weighted day of clearance that will be
used for date calculations for grants established to use the Average Clearance CMIA Method.
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Funding Profile Select (FPRFLST) Table

The Funding Profile Select (FPRFLST) table allows you to establish Funding Profiles. A Funding Profile
is the Chart of Accounts element that identifies funding relationships within Major Program. It indicates
a classification of match rates that is utilized for cost reimbursement purposes.

The reimbursement structure is a hierarchy of three levels: the Funding Profile, Funding Priority, and
Funding Line. Funding profiles are comprised of funding priorities, and funding priorities are comprised
of funding lines. The Funding Profile page consists of four sections:

e Funding Profile - This section allows you to establish a high-level code that captures the billing
characteristics of a Major Program.

e Funding Priority - This section allows you to break down the Funding Profile into the identified
components of the funding agreements. It allows you to define one or more sequential billing
ceilings according to the agreements with funding sources. Within a Funding Priority, one or
more Funding Lines must exist to identify the funding sources.

e Funding Line - This section allows you to identify the billing information related to a specific
Customer within Funding Profiles and Funding Priorities. Multiple funding sources can be
defined as multiple Funding Lines within a Funding Profile or Funding Priority.

e Internal Buyer Funding Line - This section is not used by the Commonwealth.

Please note that the setup of a Funding Profile, Priority, and Line is not the extent of what is needed for
reimbursement. The reimbursable budget established should use all the Funding components
established and use Awarded amounts in relation to the Reimb % set on the Funding Line section.

In addition to that setup, the application needs an inference rule for the Funding Profile which will be set
up on the Funding Profile Inference (FPI4) table.

Funding Profiles

eMARS Funding Profiles are table-driven structures used to establish funding for a grant. Funding Profiles are
defined within Major Program, and can be later tied to Programs when establishing budgets and inferences.

Each Funding Profile may include several priorities. Within each priority, the split of costs across Funds is
specified. Priority 99 is called the “overflow priority” and is reserved for overflow funds (state funds).

For example, suppose you have a Medical Care grant for which the federal agency reimburses 75% of the first
$10,000, and then reimburses 100% of up to $50,000 more. In eMARS, the Funding Profile (and budget amounts)
for this grant would be as follows:

Major Program MEDMPS; Funding Profile 75F25S:
Funding Priority 10

Funding Line 1: Federal 75%  ($7,500)

Funding Line 2: State 25%  ($2,500)
Funding Priority 20

Funding Line 1: Federal 100% ($50,000)
Funding Priority 99 (Overflow)

Funding Line 1: State 100% ($100,000,000)

Although split percentages are identified on the Funding Profile, budget amounts are not. Budgets must be
established using the Reimbursable Budget (BGPDR) document, described later.
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Funding Profile Select (FPRFLST) Table

Home Personalize Help Accessibility Logout

Procurement  Accounts Payable  Accounts Receivable Budoet  Cost Accourting

Funding Profile Select

Grant Accounting
Create Major Program Class
Creste Dravvdown Group
Create hajor Program
Creste Program Department ;
Create Program Period Code

Create Chl4 Record Major Prograrm |

Menu

Browse Clear

Create Funding Profile

Funding Profile ;
Create Funding Profile Infere

e Rl e LR e Department Major Program | Funding Profile | Funding Profile Name | Effective From | Effective To Active

Cost Allocation v 721 DLMMPS BOF 205 80% Fed / 20% State split Yes
Documents G mes wes dedeaswmbgsk Ve
Reimbursable Budget Iing 758 7SEMPS BOF205 Medical 80%./20% splt Yes

TS SEWPS EOFS MedoalSO%20%spR  ves
58 DLKMPS S0F20% Medical S0%20% =plt Yes

LCopy First Frew Mext Last

Wiew Funding Frofile

Add Funding Profile

Enter data in the Department, Major Program or Funding Profile field to search for specific funding
profiles. Click the Add Funding Profile link to create a new funding profile or the View Funding Profile
link to view an existing funding profile.

)
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Funding Profile Summary

After clicking the Add Funding Profile link or the View Funding Profile link the Funding Profile page
opens with the Funding Profile Summary displayed.

Funding Profile Table: Funding Profile Summary: General Information

Funding Profile

henu Quidk Search

Funding Profile Summary
Sawe Undo Delete Insed Copy Paste Search First Prewv Mext Last Sk

wieneral Information

‘Department : 527 Active . [
*Major Program : [031MPS Budgeting: v

Mijr Praog From :

"Funding Profile : [BOF205 Mjr Prog To

"Funding Profile Mare |Medica| B0%20% split

Effective From : | Description

Effective To: |

General Information

e Department: The Agency or UPPS department (the department expending the funds).

e Major Program: Enter or select from the pick list the Major Program for which you are
establishing Funding Profiles.

e Funding Profile: A 6 character identifier of a Funding Profile.
e Funding Profile Name: A name for your Funding Profile.

e Effective From: Leave blank. Non-overridable errors result when trying to validate documents
outside of the effective dates.

e Effective To: Leave blank. Non-overridable errors result when trying to validate documents
outside of the effective dates.

e Active: Determines if the Funding Profile is active. Select the checkbox if the Funding Profile is
active or clear the checkbox if the Funding Profile is inactive. When trying to process documents
against an inactive Funding Profile, the system will generate an overridable error.

e Budgeting: Select the checkbox if you want to allow a budget document (BGPDR) to be created
using the Funding Profile.

e Mjr Prog From: Protected. This date will come from the Major Program table if entered.
e Mijr Prog To: Protected. This date will come from the Major Program table if entered.
e Description: This field can be used to briefly describe the funding profile.
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Funding Profile Table: Funding Profile Summary: Reimbursement Options

wReimbursement Options

Reimb Eligihle ; |«

Feimb Status | Allowed for Reimbursement b

Cwerflow Exclusion : [

ChlA Interest: [

Reimbursement Options

Reimb Eligible: Indicates if expenditures against the Funding Profile are reimbursable by an
external, typically federal, entity. A selected checkbox indicates expenditures are reimbursable.
A cleared checkbox indicates that expenditures are not reimbursable.

NOTE: This checkbox appears on other setup tables. The fact that the checkbox is selected
on the Funding Profile table does not necessarily imply ALL charges against this Funding
Profile are reimbursable.

Reimb Status: Select Allowed for Reimbursement if the Funding Profile (based on your grant
agreement) is ready to be reimbursed by a federal entity and you are currently able to draw
down funds on the Funding Profile. It is strongly recommended that you suspend records at
the Funding Line level only.

Overflow exclusion: Not utilized by the Commonwealth.
CMIA Interest: Not utilized by the Commonwealth.

Funding Priority Summary

Click the Funding Priority Summary links in the navigation panel on the left side of the page to display
the Funding Priority Summary information. In general, Funding Priorities cannot be deleted.

Funding Profile Table: Funding Priority Summary: General Information

Funding Profile

Funding Priority Summany

Menu Quidk Search

Department Major Program | Funding Profile | Funding Priority | Total Fund Line %
~ 527 031 hPs SOF205

First Frev Next Last

Details
Save Undo Delete Inserd Copy Paste Fk

wieneral Information

Department . 527
Major Program : 031 mMPS
Funding Profile : 30F205

"Funding Priority ; |1EI
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General Information

Department: Protected. Will populate from what was entered on the Funding Profile.
Major Program: Protected. Will populate from what was entered on the Funding Profile.
Funding Profile: Protected. Will populate from what was entered on the Funding Profile.

Funding Priority: Enter a Priority number. In order to allow for gaps please establish your first
priority as 10, next one as 20, 30 etc....

Funding Profile Table: Funding Priority Summary: Reimbursement Options

+Heimbursement Options
Reimb Status - | Allowed for Reimbursement b
Cwierflowe Priority . [
Feimb Eligible : [v

Cwverflow Exclusion [
Total Fund Line % 0.00%

Reimbursement Options

Reimb Status: Select Allowed for Reimbursement if the Funding Priority (based on your grant
agreement) is ready to be reimbursed by a federal entity and you are currently able to draw
down funds on the Funding Priority. It is strongly recommended that you suspend records
at the Funding Line level only.

Overflow Priority: Leave unselected.

Reimb Eligible: Inferred from Funding Profile. Indicates if expenditures against the Funding
Profile are reimbursable by a federal entity. A selected checkbox indicates expenditures are
reimbursable. A cleared checkbox indicates that expenditures are not reimbursable.

Overflow exclusion: Not utilized by the Commonwealth.

NOTE: This checkbox appears on other setup tables. The fact that this checkbox is selected
on the Funding Profile table does not necessarily imply ALL charges against this Funding
Profile are reimbursable.

Total Fund Line %: Protected. Calculated based on funding lines entered beneath the priority

Overflow Priorities

When setting up Major Program Structure, there is an option to create an overflow priority so that when Federal
funding is exceeded your agency has a budget of state funds to which the extra spending can be redirected. If
only the grant award amount is set up, the system may allow a payment request document to process but the
corresponding check (AD/EFT) will not process because there are no funds. Also, many Journal Voucher (JV)
documents that record payroll and labor distributions will have a high volume of errors that cannot be overridden.
Departments must be aware of the need for procedures to handle overflow costs. Contact the Finance and
Administration Cabinet, Statewide Accounting Services (SAS) to learn more about the many options available.
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Funding Line Summary

Click the Funding Line Summary links in the navigation panel on the left side of the page to display the
Funding Line Summary information.

NOTE: In general, Funding Lines cannot be deleted. Be very careful when entering your Funding
Lines.

Funding Profile Table: Funding Line Summary: General Information

Funding Profile

Menu Quick Search

Funding Line Summary

— Major Funding Funding Funding Reimb Tot Buyer

Program Profile Priority Line % Line %
L= O3PS S0F20% 10 1 a0.00% 0.00%  Mane LIMIT  FEDMOME
First Prev Mext Last

Details
Save Undo Delete Insert Copy Paste Fhk

wieneral Information
Department: 527
Majar Program : 021MPS
Funding Profile : 80F205
Funding Priarity - 10
Funding Line - 1

General Information

e Department: Protected. Will populate from what was entered on the Funding Priority.

e Major Program: Protected. Will populate from what was entered on the Funding Priority.

e Funding Profile: Protected. Will populate from what was entered on the Funding Priority.

e Funding Priority: Protected. Will populate from what was entered on the Funding Priority.

e Funding Line: Protected. Will populate by entry of the funding lines and incremented by one.

Funding Profile Table: Funding Line Summary: Reimbursement Options

rwReimbursement Options
Unit: JLIMIT Reimb Status :|»‘-‘~.Ilnwed for Reimbursement v
Customer 1D : [FEDNONE Reimb % : |30.00%
Customer Mame : FEDRORE Max Reimb Amt |$D.DD
Internal Custamer: Split Type * Frant End Split (FES)
Customer Type : Federal (MOM-CMIA) ClA Method | | Mane Z
Billng Profile: [COST Reimh Eligible -
Billing Profile Type : Cost Accounting Billing Fiscal Year - 2004
Reimb Output Type | Generate Hecewables and Cash Receipts | » Tot Buyer Line % : 0.00%
Reirnb Freguency : | Daaily v Bank Account Code

r®
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Reimbursement Options

e Unit: Enter a valid Unit code for your Department. It can be any valid Unit code — there is no
functionality tied to this field for the Commonwealth.
Customer ID: Type one of these six Customer codes:

o FEDCMIA — Grant is covered under our Treasury State Agreement (TSA)
o FEDZBA — Grant is covered under our TSA and is a Zero Balance.

o FEDFHWA — Grant is covered under our TSA and is FHWA.
(@]

FEDNONE — Grant is not covered under our TSA, the provider of funds is federal, and Reimb
Output Type is Generate Receivables and Cash Receipts.

o FEDMANDRAW - Grant is not covered under our TSA, the provider of funds is federal, and
Reimb Output Type is None.

o STATE —This is a state provider of funds of a match agreement or a state funded grant.
e Customer Name: Protected. Will be populated from the Customer ID entered.
¢ Internal Customer: Protected. Will be populated from the Customer ID entered.
e Customer Type: Protected. Will be populated from the Customer ID entered.

e Billing Profile: Type COST if Reimb Output Type is Generate Receivables and Cash Receipts.
Leave blank if Reimb Output Type is None.

e Billing Profile Type: Protected. Will be populated from the Billing Profile Entered

e Reimb Output Type: Select Generate Receivables and Cash Receipts to generate documents
or select None for no documents generation.

¢ Reimb Frequency: Select Daily or None as per the CMIA Table on page 66.

e Reimb Status: Select Allowed for Reimbursement if the Funding Line (based on your grant
agreement) is ready to be reimbursed by a federal entity and you are currently able to draw
down funds on the Funding Line. Select Suspended for Reimbursement to suspend
reimbursement if the Funding Line is not ready based on your grant agreement.

NOTE: Only suspend Federal Funding Lines for which Reimb Output Type = Generate Receivables
and Cash Receipts. Do not suspend STATE Funding Lines.

e Reimb %: This is the percentage rate that the funding source is participating.

¢ Max Reimb Amount: Will default to $0.00. Leave it at $0.00. This is NOT your grant award. This
is the maximum amount you could request per reimbursement, not the total grant amount.

e Split Type: Protected. Will be populated from the Major Program Table.

e CMIA Method: Select one of the options from the drop-down list.

o None — Select if this is the state provider of funds or is a federal provider and the funding line is
associated with a grant that is not covered under our Treasury State Agreement (TSA), or is a
Zero Balance Account (ZBA).

o Average Clearance — Select if this is the federal provider of funds and the funding line is
associated with a grant that is covered under our TSA and the grant is not a Zero Balance
Account (ZBA).

e Reimb Eligible: Protected. Will default from the Funding Priority.
e Fiscal Year: Protected.

e Tot Buy Line %: Protected, Not used by the Commonwealth.

e Bank Account Code: Leave blank.
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Funding Profile Table: Funding Line Summary: Revenue

*Revenus

Fund:[1200 B3 Function : |
subFund:[ B subFunction:[ B

Revenue:[RE13 B Reparting : |
Sub Revenue : li Sub Reporting : li
unit:[ B Locaton:| B
subunit:| B subLocation:[ B
Appr Unit | Dept Revenue : li
activity: [ B Task:] B
Subactvity: [ B SubTask:[ B

Revenue

Enter the Chart of Account elements that will be created on the Receivable (RE) and Cash Receipt
(CR) documents. Make sure Fund and Revenue are coded when the reimbursement output type is
Generate Receivable and Cash Receipts. The other COA elements are optional.

Controlling Generated Document Detail

For grants established with Federal funding lines that specify “Generate Receivables and Cash Receipts”,
eMARS automatically generates Receivable (RE) and Cash Receipt (CR) documents. The RE documents will
automatically process to Pending when generated (unless they reject) and the CR documents are held in Draft
phase.

Agencies may somewhat control the size and number of documents generated through table setup. One CR is
generated per Drawdown Group and represents a deposit for a draw. RE documents are generated for each
combination of Drawdown Group and Customer for the billing cycle and will automatically process to Pending
phase.

The level of detail on the generated documents can be controlled by entering COA elements in the Revenue fields
on the Funding Line for the Federal Customer. Elements not specified on the Funding Line are picked up from the
originating document. For example, suppose the following activity against a grant is to be reimbursed:

Payroll $40 Function: AA00 Sub-Function: PAYR
Equipment $20 Function: AA0O0 Sub-Function: EQPT
Utilities $20 Function: AAQ00 Sub-Function: UTIL
Total Draw $80

Fund and Revenue codes are required on Federal Funding Lines, but if no other codes are entered, Function and
Sub-Function will be picked up from these three transactions. Therefore, three lines will appear on the generated
RE/CR documents will be as follows:

$40 Function: AA00 Sub-Function: PAYR
$20 Function: AA00 Sub-Function: EQPT
$20 Function: AA00 Sub-Function: UTIL

]
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If, however, Function AA0O and Sub-Function REIM are specified in the Revenue fields on the Federal Funding
Line, the generated RE/CR documents will include only a summary line as follows:

$80 Function: AA00 Sub-Function: REIM

When detail is not required, the size of the generated RE/CR documents can be significantly reduced by entering
additional Revenue fields. Again, RE documents process to Pending and are submitted to workflow when
generated (unless they reject). CR documents are held in Draft phase.

Funding Profile Table: Funding Line Summary: Expense

whunding ldentification

Federal Catalog Agency |937 Comman Accounting Mo, |

Federal Catalog Suffix IE.557 External Account Mo, |
Federal Agency Mame |Department of Health and Letter of Credit Ma. |ALLMED

Federal Appropriation ko, Ii Construction Budgeting Authority Mo |

Fayment Systermn : |

Expense

Enter the Chart of Account elements that will be created on the posting lines from accounting lines
entered on documents. Make sure at least one COA element is coded.

Controlling Posting Line Entries

The Expense fields can help you ensure that correct combinations of codes are used with the Program(s) that will
infer the Funding Profile of which the Funding Line is a part. The values entered in these fields overlay values
entered on the accounting lines of expenditure transactions. If, for example, you want to ensure that Fund 1200
and Function ABCO are always applied to the accounting lines representing the federal share of Program 12345’s
expenditure transactions, you would specify these values in the Expense fields of the federal customer’s funding
line. Once the Program 12345 is linked to the Funding Profile with an FPI4 entry, Fund 1200 and Function ABCO
will always be applied to the posting lines representing the federal share of applicable expenditure transactions.

]
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Funding Profile Table: Funding Line Summary: Funding Identification

whunding ldentification

Federal Catalog Ageny |937 Cammaon Accaunting Ma. |

Federal Catalog Suffix: |5557 External Account Mo, |
Federal Agency Mame © [Department of Health and Letter of Credit No. : [ALLMED

Federal Appropriation Mo, Ii Construction Budgeting Authority Mo, |

Fayrment Systerm : |

Funding Identification
This section is also found on the Program Period (PPC) table and was covered then.

Funding Identification Fields

The fields in the Funding Identification section exist on both the Program Period (PPC) table and the Funding
Profile (FPRFLST) table, and they serve several purposes. Among them:

e Federal Catalog Agency and Federal Catalog Suffix identify the CFDA number for the grant.
e Federal Appropriation No. is used to identify the funding for FHWA projects.
e Letter of Credit No. is used to control Negative Draw Prevention (details in the FPRFLST description).

The remaining fields may be used to facilitate a breakdown of the drawdown amount (done through reporting in
eMARS). Use of these fields for this purpose will vary depending on the nature of the grant and the setup of the
Major Program Structure. The Subaccount field on the Program (PROG) table is another possible alternative for
fulfilling this need.

In general, the Federal Appropriation Setup field on the Major Program table determines the location of the
correct Funding Identification values for the Major Program.

Funding Profile Inference (FPI4) Table

The Funding Profile Inference (FPI4) table infers a Funding Profile based on Department, Major
Program, Program, and Program Period. If an inference cannot be made for a cost accounting entity
then an error is issued, preventing the document from accepting.

NOTE: Up to two entries may be made for each combination of Major Program, Program, and
Program Period: one for eligible costs and one for ineligible costs. Contact the Finance and
Administration Cabinet, Statewide Accounting Services (SAS) to learn more about the Eligibility
feature.
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Funding Profile Inference

Personalize

;'AI- D V.AN TJA.G E Home

dert 01 Procurement Ao yakle = e Budget Cost Accourtine

Cost Accounting

Grant Accountin Funding Profile Inference 4

Create Major Program Class Menu Quick Search
Create Drawdoswn Group
Create Major Program

Department Major Program Program | Program Period Funding Profile  Reimb Eligible
Create Program v 527 O3PS 03101 09 g0F20% Eligikil=

Create Program Period Code
Create CMIA Record

Create Funding Profile
Create Funding Profile Infere

First Prew Mext Last

Save Undo Delete Inzet Copy Paste Search

Create Reibursable Budige Department : [527
Cosgt Allocation
Documents Department Of Carrections
Reimbursable Budget Ing Wajor Program - [131MPS
Medical Care
Frograrm | |D31|:|1

Admin - Medical care

Frograrn Period : IDQ

Federal Fiscal Year 20049

Funding Profile : IBDFQDS

Medical 30%S20% split

Reimb Eligible : | Eligible

e Department: The Agency or UPPS department (the department expending the funds).

e Major Program: Enter or select from the pick list the Major Program for which you are
establishing the funding profile inference.

e Program: Enter or select from the pick list the Program for which you are establishing the
funding profile inference.

e Program Period: Enter or select from the pick list the Program Period for which you are
establishing the funding profile inference.

e Funding Profile: Enter or select from the pick list the funding profile inference.
e Reimb Eligible: Indicates if the funding profile inference is eligible for reimbursement.
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Exercise 2 — Funding Profile Setup for a Major Program
Scenario

The Federal Government is funding an initiative to provide Medical Care to citizens who are at or below
the poverty line. The Federal Government requires that we report on those costs under the initiative
that are attributable to administration of the grant.

The Major Program, Program, and Program Period codes have been set up in the previous exercise.
Before grant money can be spent, the funding information and budget amounts must be established.

Task Overview

Access each level of the Funding Profile structure to enter the appropriate data. Set up the correct
Funding Profile Inference on the FPI4 table.

Procedures
Enter Data on the Funding Profile Table

1. Click Create Funding Profile in the Cost Accounting Workspace to open the Funding Profile
(FPRFLST) page.

'{ l\m ADVANTAGE - Hme _Perf-:ltlallze Help  Accessibility  Logout

Jcent 01 Procurement  Accounts Payeble  Accounts R

Cost Accounting

Grant Accounting Funding Profile Select

Creste Major Procram Class hilenu
Create Drawvdown Group
Create Major Program

Create Program Diepartment : I
Create Program Period Code I—

Brovese Clear

Major Program :

IR i
Creste Funding Profile .
Funding Profile :
Create Funding Profile Infere

Create Reimbursahle Budie
Cost Allocation v T CDLMMPS g0F205 G0% Fed / 20% State split Yes

Department | Major Program | Funding Profile | Funding Profile Name | Effective From | Effective To  Active

Dosumenta e uaes wems Wedseokabesw  ve
Reimbursable Budg : 758 TSEMPS E0F 205 Medical B0%.20%, splt ez
758 DLKMPS BOF205 Medical 50%.20% splt Yes
Copy First Prew Mest Last
AL 20 R

Add Funding Profile

2. Click Add Funding Profile.
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3. Enter the following information in the General Information section of the Funding Profile Summary:

Required Field Value

Department Your department from the student card.

Major Program Your Major Program from the student
card.

Funding Profile 80F20S

Funding Profile Name Medical 80%/20% split

Active Selected

Budgeting Selected

Funding Profile

henu Quidk Search

Funding Profile Summary
Sawe Undo Delete Insed Copy Paste Search First Prewv Mext Last Sk

—wheneral Information

‘Department : 527 Active . [
*Major Program : [031MPS Budgeting: v

Mijr Praog From :

"Funding Profile : [BOF205 Mjr Prog To

"Funding Profile Mare |Medica| B0%20% split

Effective From : | Description

Effective To: |

4. Expand the Reimbursement Options section and enter the following information:

Required Field Value
Reimb Eligible Selected
Reimb Status Allowed for Reimbursement

- wReimbursement Options

Reimb Eligihle ; |«

Feimb Status | Allowed for Reimbursement b

Cwerflow Exclusion : [

ChlA Interest: [
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5. Click Save.
6. Click the Funding Priority link in the secondary navigation panel.
7. Click Insert.
8. Enter the following information in the General Information section:
Required Field Value
Funding Priority 10

Funding Profile

hlenu Quick Search

Funding Priority Summany

Department Major Program | Funding Profile | Funding Priority | Total Fund Line %
v 527 031MPS SoF20=

First Prev Mext Last

Details
Save Undo Delete Insert Copy Paste ih

~wGeneral Information

Department: 527
Major Program : 031MPS
Funding Profile : 80F205

*Funding Priority ; |1EI

9. Expand the Reimbursement Options section of the Funding Priority Summary and enter the
following information:

Required Field Value
Reimb Status Allowed for Reimbursement

- *Reimbursement Options

Reimb Status : | v

Crverflow Priority : [~

Reimb Eligible -
Crverflow Exclusion
Total Fund Line % ;

10. Click Save. The Reimb Eligible and Overflow Exclusion flags will reflect the Funding Profile entry.
11. Click the Funding Line link in the secondary navigation panel.
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12. Click Insert.

13. Expand the Reimbursement Options section and enter the following information:
Required Field Value
Unit UNIT
Customer ID FEDNONE
Billing Profile COST
Reimb Output Type Generate Receivables and Cash Receipts
Reimb Frequency Daily
Reimb Status Allowed for Reimbursement
Reimb % 80
CMIA Method None

Funding Profile

Funiling Line Sumimany
Major
Program

Funding
Profile

Funding
Priority

Department

henuy Quidk Search

Tot Buyer
Line %

Funding Reimb

Line % tinit

Customer

L= 031 MPS SOF205 10 1 G0.00% 0.00%  MNone UMIT  FEDMZME
First Prew Mext Last

Details Z

Sawve Undo Delefe Insedt Qopy Paste Fk

~wheneral Information
Department : 527
Majar Prograrm : 021MPS
Funding Profile : 80F208
Funding Priarity - 10
Funding Line : 1

~oReimbursement Options

Unit IUNlT

Customer ID : [FEDNONE
Zustomer Mame : FEDMOME

E

Customer Type : Federal (NON-CMI&)

Billing Profile ; ICOST

Billing Profile Type : Cost Accounting Billing

Internal Customer

Reimb Status |Allnwed for Reimbursement

b

Reimb % - |8|:|.|:||:|%

Max Reimb Amt : [$0.00
Split Type ;- Front End Split (FES)

CMI2 Wethod : | Mone

Reimhb Eligible :
Fiscal Year: 2008

Reimb Qutput Type ‘ Generate Receivables and Cash Receipts |

Tot Buyer Line % 0.00%

Feimb Frequency : ‘ Doaily hd

Bank Account Code

I

)
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14. Expand the Revenue section and enter the following information:

Sub Activity :

Sub Task:

Required Field Value
Fund 1200
Revenue R613
- "Revenue
Fund : W Function : |
subFund:[ B subFunction:| B
Revenue ; IW Reporting : |
Sub Revenue li Sub Reporting li
unit:[ B Lacation:[ B
subunit:[ B subLocaton:| B
Appr Unit : | DeptRevenue:[ B3
activity:[ B Task:[ B

15. Expand the Expense section and enter the following information:

Sub Function ;

Required Field Value
Fund 1200
- *Expense

Fund:f1200 B Reporting : |
Sub Fund Ii Sub Reparting ; ’7

unit:[ B DeptObject:| B
subunit:[ B Task:[ B
Appr Unit ; | Sub Task: ’7
Function : |

)
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16. Expand the Funding Identification section and enter the following information:

Required Field Value
Federal Catalog Agency 93
Federal Catalog Suffix 555
Letter of Credit No. ALLMED

=runding ldentification

Federal Catalog Agency |937 Comman Accounting Mo |

Federal Catalog Suffix |5557 External Account BMa. |
Federal Agency Name : [DiBpartment of Health and Letter of Credit No. : [ALLMED

Federal Appropriation Ma. li Construction Budgeting Authority Bo. |

Fayment Systerm ; |

NOTE: To facilitate grant reporting, enter the CFDA Number in the Federal Catalog Agency and Federal
Catalog Suffix fields on both Federal and State Funding Lines. Because this grant’s reporting requirements
include overmatch, these fields are also entered on the overflow Funding Line in this exercise.

17. Click Save.
18. Scroll up, click Insert and enter the following information:
Required Field Value
Unit UNIT
Customer ID STATE
Reimb Output Type None
Reimb Frequency None
Reimb Status Allowed for Reimbursement
Reimb % 20
CMIA Method None
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ADVANTAGE

it 01

Cost Accounting

+" Funding Profile
~" Funding Priority

Funding Line

Funding Profile

Heme Personalize Help

courtin

hil

enu Quick Search

Funding Line Summary

- Major Funding Funding Funding Reimb | Tot Buyer Line CMIA
Ge.neral Informatlon_ Program Profile Priority n % Method
Reimbursemert Cptions
ot 227 O31MP= GOF20= 10 1 B0.00% 0.00% Mone UMIT FEDMORE
B v 527 031MPS BOF205 10 2 20.00% 0.00% Mone UMIT STATE
Funding Iderdification First Prev Mext Last
Internal Buyer Funding Line
Details
Save Undo Delete Insert Copy Paste il;
~wGeneral Information
Departtment : 527
fajor PFrogram : 031MPS
Funding Profile : 80F205
Funding Priority : 10
Funding Line : 2
r "Reimbursement Options
Unit : IUNIT Feimb Status |Allowed for Reimbursement v
Customer D : [STATE Reimb % - [20.00%
Customer Mame : STATE Max Reimb Armt |$D_DD
Internal Customer : Split Tupe : Front End Split (FES)
Customer Type | State ChlA Mathod - | Mane 3
Billing Profie : | Reimb Eligible : [7]
Billing Profile Type : Figeal Year: 2008
Reimb Output Type | Mone e Tot Buyer Line % - 0.00%

Reimb Frequency

: | Mone h

Bank Account Code

&

19. Expand the Expense section and enter the following information:

Unit |
Sub Unit : |

Appr Unit |

Function :|

——

Sub Function :

Dept Object:
Task:

Sub Task:

Required Field Value
Fund 0100
- wENpense
Fund : [0100 Reporting |
Sub Fund ; I Sub Reporting : I

)
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20. Expand the Funding Identification section and enter the following information:

Required Field Value
Federal Catalog Agency 93
Federal Catalog Suffix 555

=Runding ldentification

Federal Catalog Agency : |937 Camimon Accounting Mo, |
Federal Catalog Suffix |5557 External Account Mo, |
Federal Agency Mame : |Department of Health and Letter of Credit Ma. |

Federal Appropriation Ma. li Construction Budgeting Authority Ma. |
|

Fayment Systerm ;

NOTE: Notice that although CFDA Number has been included on the STATE line, the other reporting
elements are free to help meet departmental reporting needs for use of state funds.

21. Scroll up and click Save.
22. Click the Funding Priority link in the secondary navigation panel.

23. Click Insert and enter the following information:

Required Field Value

Funding Priority 99

24. Expand the Reimbursement Options section and enter the following information:

Required Field Value

Reimb Status Allowed for Reimbursement

25. Click Save. The Reimb Eligible and Overflow Exclusion flags will reflect the Funding Profile entry.
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Funding Profile

Funding Priority Summary
Department | Major Program | Funding Profile | Funding Priority | Total Fund Line %

227 03T WP SoF20s 10 100.00%
22T 031 WPS goF205 93 0.00%

Menu Quidk Search

First Prev Next Last

L Dot ails
[ Save Undo Delefe Inset Qopy Faste Fh

—wheneral Information
Department: 527
Major Program : 031MPS
Funding Profile : 80F205

"Funding Priority ; |99

—wReimbursement Options

Reimh Status |Alluwed for Reimbursement hd
Crverflow Priority : [
Reimb Eligible ;
Crverflow Exclusion
Total Fund Line % : 0.00%

26. Click the Funding Line link in the secondary navigation panel.
27. Click Insert.
28. Enter the following information:

Required Field Value

Unit UNIT

Customer ID STATE

Reimb Output Type None

Reimb Frequency None

Reimb Status Allowed for Reimbursement
Reimb % 100

CMIA Method None
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Funding Profile

Menu Quick Search

Funding Line Summary

Major Funding Funding Funding Reimb | Tot Buyer Line
Program Profile Priority Line % %

- 031 MPS goF20% 99 1 100.00% 0.00% Mane UMIT STATE
First Prew Mext Last

Department

EG:(-
Save Uhdo Deldgte Inzert Cdpy FPaste i!

~wGeneral Information
Department : 527
Major Program : 021MPS
Funding Profile : 80F205
Funding Priority : 89
Funding Line : 1

- wReimbursement Options

Unit - IUNIT Reimhb Status | Alloweed for Reimburserment »
Custamer D |STATE Reimb % |1EID.DD%
Customer Mame ; STATE Max Reimb Amt |$E|_EID
Internal Custorner Split Type : Front End Split (FES)
Customer Type : State CMIA Method : | Mone v
Billing Profile | Reimb Eligible :
Billing Profile Type : Fizcal Year: 2008
Reimb Output Tvpe | Mone b Tot Buyer Line % ; 0.00%
Reimb Freguency | Mane v| Bank Account Code I

29. Expand the Expense section and enter the following information:

Required Field Value
Fund 0100
roEXpense

Fund : W Reparting :|
Sub Fund I— Sub Reporting ; I—

unit:] B DeptObject:[ |3
subunit:[ B Task:[ B
ApprUnit:l Sub Task: I—

Function :|

Sub Function :I
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30. Expand the Funding ldentification section and enter the following information:

Required Field Value
Federal Catalog Agency 93
Federal Catalog Suffix 555

r=Runding ldentification

Federal Catalog Agency ’937 Common Accounting Mo, |
Federal Catalog Suffix ’5557 External Account Mo, |
Fedaral Agency Matme : _ Letter of Credit Mo, |

Federal Appropriation Mo, ; ’7 Zonstruction Budgeting Authority Mo, |
Fayment System |

31. Click Save.
32. Click Close to close the current page.

]
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Enter Data on the Funding Profile Inference Table

33. Click Create Funding Profile Inference 4 in the Cost Accounting Workspace to open the Funding
Profile Inference (FPI4) page.

F/IRS  ADVANTAGE S o

dert 01 Procuretnent  Accounts Payakble = e Bucget OLntin

Cost Accounting

Funding Profile Inference 4

Grant Accounting
Create Major Program Class

Create Drawdoswn Group
Create Major Program
Create Program

Create Program Period Code
Create CMIA Record First Praw Mest Last
Create Funding Profile

reste Funoing Frotile [nTere
Sawe Undo Delefe Insert Copy Paste Search
Create RE|bursabIe Budige Department . [527
Cosgt Allocation

hlenu Quidt Search

Department Major Program Program | Program Period Funding Profile  Reimb Eligible
v 527 O3PS 03101 09 GoF20s Eligikile

Documents Department Of Carrections
Reimbursable Budget Ing Wajor Program - Im
Medical Care
Prograrm : |031EI1

Admin - Medical care

Frograrn Period : IDQ

Federal Fiscal Year 20049

Funding Profile : IBDFQDS

Medical 30%S20% split

Reimb Eligible : | Eligible

34. Click Insert and enter the following information:

Required Field Value
Department Your department from the student card.
Major Program Your Major Program from the student card.
Program Your Program from the student card.
Program Period 09
Funding Profile 80F20S
Reimb Eligible Eligible

35. Click Save.

36. Click Home to Close Workspace.
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3 — Subrecipient Table Setup

When Commonwealth agencies share a grant, one of the agencies is primarily responsible for dealing
with the grant provider. The responsible agency must share the specific grant setup information with
other participating agencies. To set up the grant correctly, each agency should use the same
Drawdown Group and Major Program Class codes when defining Major Program, and the same Letter
of Credit codes when defining Federal Funding Lines or Program Periods.

To simplify table setup and facilitate reporting, it is recommended that subordinate agencies establish a
Major Program Structure identical to that set up by the responsible agency by copying entries in the
tables comprising the MPS.

For example, suppose the primary recipient has established a Program (PROG) entry including several
reportable fields such as Subaccount, Site Location, Program Class, and Program Category. Rather
than re-entering that data and introducing the risk of data entry errors, the subrecipient agency can
locate the primary recipient’s Program entry, Copy and Paste, change the Department (and any
department-specific elements) and Save the new record.

When subrecipients use different reportable elements (such as Program Period), it can affect the
primary recipient’s ability to consolidate reports. Communication between primary recipients and
subrecipients is essential to maintaining appropriate table setup for grants in eMARS.

4 — Cost Accounting Documents

Overview

eMARS uses documents to record financial information and administrative events into the system.
Documents collect information into a single form, designed to ease data entry and to consolidate
pertinent information for approval and query purposes. eMARS identifies each document within its
system using a combination of its Document Code, Document Department, Document Unit, Document
ID and document version number.

]
g cal dms 54 of 128



Ke

eMARS|:

eMARS 501 Cost Accounting — Projects and Grants

Program Period Reimbursable Budget (BGPDR) Document

The Program Period Reimbursable Budget (BGPDR) document enables you to establish new budgets
and modify existing budgets. This document populates the Funding Priority (BQ39LV1) and Funding
Line (BQ39LV2) inquiries. See the “Reports and Inquiries” section.

NOTE: Budget Controls are the same for all Structure 39 reimbursable budgets. Therefore, Budget
Control components on this document are not utilized by the Commonwealth.

Program Period Reimbursable Budget (BGPDR) Document: Header

Accessibility Logout

Home Personalize Help

Cost Accounting

Budoet

Procuremert  Accounts Payvable Accounts Receivable

| BGPDR- 527- 0800000001- 1- New- Draft

+" Header [ ]
b Action Many
Program Bucloet —
Program Budiet Controls

Load Constraints

Program Period Budnet Header
Procram Period Budaet Cort _
Document Comments Start Date :
Document History -
Document Reference End Date :
Future Triggering X -
Trangzaction Date
Fiscal Year:
Feriod

Created On @ 0972652008
Created By : Student01
Modified On: 09/26/2008
Modified By : Student01

[ sawe [ Unde [ Pt | Vaidwe | Submt | cCiose ]

henu

e Start Date: For informational purposes only.

e End Date: For informational purposes only.

e Transaction Date: The record date entered or the date the document is successfully submitted.
e Period: Enter the accounting period for all accounting lines or leave blank.

e Created On: Protected. Automatically populated.

e Created By: Protected. Automatically populated.

e Modified On: Protected. Automatically populated.

e Modified By: Protected. Automatically populated.

]
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cent 01 Procurement

Document View BGPDR - 527- 080000000 1- 1- New- Draft

Program Period Reimbursable Budget (BGPDR) Document: Program Period Budget

rtz Payable

Budget Lt

Accourts le

Header
Program Budget
Procram Buddet Cortrals
" Program Period Budget
Procram Period Budoget Cort
Document Comments

Department Msioy

% By v s

Program

Program
031 MRS

03101

| Action Menw I

Funding
Line

Program
Period

Dollar
Amount

Funding
Profile

S0F205

Funding
Priority
10 1

IncreaseDecrease

us] $80,000.00  Increase

Document History
Document Reference

Insert Mew Line Insert Copied Line

First Frev Next Last

Future Triggering

Perform BudqetRoII
Program Period Baudge

Action
EvertType:[BG22 B

Mame I

SatDate:|

End Date l—

Dollar Amoaunt IW

Increase/Decrease

Reservation Type I—
Fizcal vear: IQDEIQ—
Feriod : |3—
Department : |52?'—
Major Program W
Prograrm : ID?JD'I—
Frograrm Period : IDQ—
Funding Profile : W

Funding Priority : |1D

Funding Line : |1

Contact:l

Contact Name :

Description :

House Bill Mumber :

e Action: Options include New, Modify. e Department: Select from the pick list.

e Event Type: BG22. e Major Program: Select from the pick list. Be
sure to enter the Major Program
previously entered on the Program
(PROG) table.

e Name: For informational purposes only. e Program: Select from the pick list.

e Start Date: For informational purposes only. e Program Period: Select from the pick list.

e End Date: For informational purposes only. e Funding Profile: Select from the pick list.

e Dollar Amount: Enter the budget amount for e Funding Priority: Select from the pick list.

the Funding Line. This amount must correlate
to the Reimb % on the Funding Line.

e Increase/Decrease: Indicates if amount is an e Contact: Not utilized by the Commonwealth.

increase or decrease.

e Reservation Type: Not utilized by the e Contact Name: Not utiized by the

Commonwealth. Commonwealth.
=
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e Fiscal Year: Defaults to current fiscal year. e Description: For informational purposes only.
Do not enter.

e Period: Defaults to current period. Do not e House Bill Number: For informational
enter. purposes only.

The Smart Budget Rollup link is used to create Program Budget lines from the Program Period Budget
lines.

Program Period Reimbursable Budget (BGPDR) Document: Program Budget

Home Personalize Help Accessibility Logout

Accounts Receivable Budget Cost Accourting

| BGPDR - 527- 0800000001- 1- New- Draft
Header .
e Actian Menu
" Program Budget ;‘I
I¥| [&] - :
M Program Funding Funding Dollar
Eroaram Per?od Budgst Period Profile Priority Amount.
Program Period Budeet Cont -
Document Comments &% v 827 03MPS 031m U] a0F20s 99 $100,00000  Increase

Document History B

Document Reference
Future Triggering Inzert Haw Line Insert Copied Line First Prew Mext Last

Major

Increase/Decrease
Program

Program

Department

Program Budget

Action ; Reservation Type : I
Event Type : W Fiscal Year: IEDDB—
Name : | Petiod : |3—
= Start Date : IW Deparment : |52?'—
End Date:l— MajurPrngram:lm
DullarAmount:W Prngram:lm—
Increase/Decrease Program Period : IDQ—
Funding Profile : IW
Funding Priority : |99
Contact I—

Contact Mame
I

e Action: Options include New, Modify. e Department: Populated by Smart Budget
Populated by Smart Budget Rollup, but may Rollup.
require correction.

e Event Type: BG22. Populated by Smart e Major Program: Populated by Smart Budget
Budget Rollup. Rollup.

e Name: For informational purposes only. e Program: Populated by Smart Budget Rollup.

)
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Start Date: For informational purposes only.
End Date: For informational purposes only.

Dollar Amount: Populated by Smart Budget
Rollup.

Increase/Decrease: Indicates if amount is an
increase or decrease. Populated by Smart
Budget Rollup.

Reservation Type: Not utilized by the
Commonwealth.

Fiscal Year: Populated by Smart Budget
Rollup.

Period: Populated by Smart Budget Rollup.

Program Period: Populated by Smart Budget
Rollup.

Funding Profile: Populated by Smart Budget
Rollup.

Funding Priority: Populated by Smart Budget
Rollup.

Contact: Not utilized by the Commonwealth.

Contact Name: Not utilized by the
Commonwealth.

Description: For informational purposes only.

House Bill Number: For informational
purposes only.

)
5 calIams

58 of 128



eMARS 501 Cost Accounting — Projects and Grants

eMARS|:zmge

Exercise 3 — Process a Program Period Reimbursable Budget (BGPDR)
document
Scenario
Establish a budget for the Grant just established.
Task Overview

Enter the appropriate information on the Program Period Reimbursable Budget (BGPDR) document,
validate the data and then submit the document.

Procedures
1. Click Home then click Search.

A DVAAN T;AG E Home Personalize Help Accessibility Logout

ent 01 Procurement A ik A v bl c >counting

Document Catalog

Crezte

Document Catalog

infodyartane

whiocument ldentifier
» Favorites _ N
» Administration Code | unit: |
Dt I 0 |

[ MUser Information -
r kDocument State

Browse Clear

I Action Meny I

Open Yalidate Submit Copy

Code Dept. Unit ID Comments | Version Function | Phase Status Date User ID | Amount | Active

First Frev Newxt Last
hdeny

2. Click Document Catalog. The Document Catalog opens.
3. Click Create.

)
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4. Enter the following information.

Required Fields Values

Code BGPDR

Dept Your department from the student card.
Unit UNIT

Auto Numbering Selected

Document Catalog

Search

bk
—=hocument ldentifier

Code : [BGPODR Unit : [UNIT
Dept. : [527 D |

—wther Options

Auto Bumbering

O =

Create Template :

Create
hlenu

5. Click Create.

]
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NOTE: Budget information is entered on the level 2 budget lines (Program Period Budget), then
Smart Budget Rollup is used to create level 2 budget lines (Program Budget).

Personalize Help Accessibility Logout

Procurement  Acc

Document Wiew | BGPDR - 527- 0800000001- 1- New- Draft

~" Header | Action Meny |

Program Budget

Load Constraints

Program Period Budget Header
Program Period Audget Cort _
Document Comments Start Date :
Document History -
Document Reference End Date :
Future Triggering ) -
Transaction Date :
Fiscal vear:
Period :

Created On : 09/26/2008
Created By Studenti
Modified On : 09/26/2008
modified By . Studentd

[ save [ unde [ Pt | vardwe | Submt | ciose ]

Meny

6. Click Program Period Budget on the Secondary Navigation panel.

7. Click Insert New Line and enter the following information:

Required Fields Values
Action New
Event Type Use the pick list to select BG22
Dollar Amount 80,000
Increase/Decrease Increase
Department Your department from the student card.
Major Program Your Major Program from the student card.
Program Your Program from the student card.
Program Period 09
Funding Profile 80F20S
Funding Priority 10
Funding Line 1
Description Medical Grant federal funding
8. Click Save.
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00001 1 [

Document View BGPDR - 527- 0800000001- 1- New- Draft

Home

Budset

Perscnalize Help

ACGH

rtinG

Header
Prooram Budoet
Program Budget Controls

Major

Program

Funding

Funding

Funding

Action Man

Dollar

—‘/ Pﬂmmper?ow DEpuriment Program Erogrem Period Profile Priority Line Amount (L VAL
Program Period Budget Cont
[T L p———— g 527 03 MPS 030 k] BOF205 10 1 $30,00000 Increase
e 3% v 527 031 MPS oot 09 BOF205 10 2 $20,00000 Increase
Document Reference
Future Triggering Insert Mews Ling Insert Copied Line First Prew et Last
Perorm Budget Reollup Smart Budget Rollup
Program Period Budget
Action ; Reservation Type ; I
Event Tvpe : IB(322 Fiscal Year: |2009
Name : | Period:IS
i Start Date : | Departrent ; |52?
End Date:l MajorProgram:IDB1MF‘S
Dollar Armount ; |$20 00,0 Frograrm IDS1D1
Increase/Decrease Frogram Period ; IDQ
Funding Profile : IBDF2DS
Funding Priority : |1D
Funding Line : |2

Cantact

Contact Mame :

9. Click the Copy Line button on the line.

10. Click Insert Copied Line and enter over the following information:

Required Fields Values
Dollar Amount 20,000
Funding Line 2

11. Click Save.

)
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."\ D\.F:.-'_\N T‘A (‘.3 E Home Personalize Help I

ent 01 I = hle Bucget i

Document View | BGPDR- 527- 0800000001- 1- New- Draft
Header

Prociram Budet
I8 [&] - - :
w Program Funding Funding Funding Daollar
w Period Profile Priority Line Amount
Program Period Budget Cort .
Document Comments &% 927 03 MPS 03101 03 g0F205 10 1 $50,00000 Increase
Document History k
Document Reference
Future Triggering

Department LD Program Increase/Decrease
Program

&% ~ 927 03MPS 0310 03 S0F203 99 1 $100,00000  Increase
Insert Mewu Line Insert Copied Line First Frev Mext Last

Perorm Budget Rollup Smart Budget Rallup
Program Period Budget

Action Reservation Type © I
EvertType:[BG22 B Fiscalear: 003
Name:l Perind:lS—
statDate:[ Department: 527 I
End Date : I— Major Prograrm : W
Dollar Amoaunt IW Frogram : IDS‘101—
IncreaseDecrease ; Program Period : IDB—
Funding Profile : IW

Funding Priarity : {33

Funding Line:|1

Cantact : I

Contact Mame :

12. Click Insert Copied Line and type over the following information:

Required Fields Values
Dollar Amount 100,000
Funding Priority 99
Funding Line 1

13. Click Save.
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14. Click Smart Budget Rollup.

15. Check your level 1 budget lines to be sure they were created correctly by clicking Program Budget
in the secondary navigation panel. You should see two level 1 budget lines as shown.

Accounts R

Accourts Payahle

Procuremnent

Document View BGPDR - 527- 080000000 1- 1- New- Draft

Header
I_ ¥ Program Budoet I
Program Budaet Controls
Program Period Budet

Procram Period Budiet Cord
Document Comments

Major PEEETan Program Funding Funding Dollar
Program 9 Period Profile Priority Amount

3% v 927 0FIMPE 03101 0g g0F20z a3 $100,000.00  Increase

IncreaseMecrease

Department

Document History
Document Reference
Future Triggering

Eg

Insert Meww Ling Insert Copied Line

First Prew Mest Last

16. Click_Validate. Correct any errors and then click Validate again.
17. Click Submit.

¥ I\Rﬁ ADVANTAGE

tudent 01

Personalize Help Acc

Budoet

sakle

BGPDR - 527- 0800000001- 1- New- Final

Header
Program Bucoet

Elostan Bl poriiols Major Program Funding Funding Funding Dollar
s i 2 SR i
Program Period Budget Department - Program Period Profile Priority IR i Increagse/Decrease

Program Periodd Buddget Cord
Document Comments

4 ~ BT 031MPS 03101 i) S0F205 10 1 $80,00000  Increase

Document History Ee)
Document Reference
Future Triggering 3% 227 O31MPS 03101 s GOF20= =] 1 $100,00000  Increase

Insert Mew Line Insert Copied Line First Prew Mext Last

Pedorm Budaet Rollup Smart Budget Rollup
Program Period Budget

Action _ Reservation Type -
Event Type ; - Fiscal Year _
Marne : _ Fariod : _
Start Date _ Department : -
End Date _ Major Program : _
Diallar Armount _ Frograrm _
Increase/Decrease | - Praogram Period : -
Funding Profile - -
Funding Priority : _
Funding Line : _

Contact : _

Contact Mame :
I

NOTE: After you click Submit, the document status is Final in the training environment but in the Production
environment the document status is Pending approval.

18. Click Close.
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Lookup the Budget Information on the eMARS Inquiry Screens

19. Click Cost Accounting then click Reimbursable Budget Inquiry.

A ADVANTAGE

it 01

Home  Personalize  Help  Accessibility  Legout

s Payable  Accourts R

Procuretment  Acc

Cost Accounting

Reimbursable Budget Inquiry
Meny

Grant Accounting
Cost Allocation

Nocuments
| eI AL, | @ Reimbursable Budget Inquiry
These tables are used to review events such az Expenditures, Charges, and Revenue that hawve posted against wour reimbursable budget.

Reitnburs akle Budiget Inouiry
Funding Friority (BQ331LY1)
Funding Line (BQE9LWVEY

20. Click Funding Priority (BQ39LV1).

21. Enter the following information on the Search pop up box:

Value
Your department from the student card.

Your Major Program from the student card.

Field
Department
Major Program

-

3 http://162.114.104.152 - Search ... [:][E][E]

I@ Drare 8 Irternet ':EI

22. Click Ok.
23. Review the information on the Funding Priority BQ39LV1 page.
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Reimbursable Grant: Funding Priority

Menu Quick Search
Major Program Funding Funding Current Actual Total Unrecognized

Program Period P Priority Budget Expenses | Rewvenue LCBIRSEEs Revenue
- 031MPS 03101 o9 B0F205 10 $100,000.00 F0.00 FO.00  F100.000.00 F0.00

First Prev Mext Last

Department

Program

Copw Search sk
~wExpense Actuals

r*Revenue Actuals

Unbilled Eamed Rewanus _ Qg, Total Rewenus : _
Bill=d Eamed Rewenue _ Qg, Bevenue Credits : _ Q;
Collzcted Eamed Rewenus _ Q;,
Collected Uneamed/Defered Revanus : _ Q;,
oo

Unrecognized Rewenue

r wBudgeted Amounts
FAwarded : _ ':1; Budget Reserve : _
Amendments : _ ':1; Purchase Reservations : _ Q
Espected Rewenue : _ ':1; Alocated : _ Q
Transfer Out : _ Q;
Transfer In : _ Q;
Bewversions : _ Q;

rwGeneral Information

Cepartment ; _ Marme : _
Wajar Program _ Diescription _
Frograrm _ Artive
Frograrm Period : _ Wanager Marne : _
Funding Profile : _ Start Date : _
Funding Priority _ End Date : _

)
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24. Click Funding Line (BQ39LV2).

25. Enter the following information on the Search pop up box:

Field

Value

Department

Your department from the student card.

Major Program

Your Major Program from the student card.

031 WP

3 http://162.114.104.152 - Search ... [= |[B]fX]

java: | | | | | ﬂ Internet
€

26. Click Ok.

27. Review the information on the Funding Priority BQ39LV2 page.

)
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Reimbursable Grant: Funding Line

Menu Quick Search

Major Program @ Funding Funding | Funding Current Actual Total Unobligated Unrecognized
Program Period Profile Priority Line Budget Expenses | Revenue 9 Revenue

03P 0xm Jul:] G0F20z 10 FE0,000.00 F0.00 F0.00 FE0,000,00

Program

Department

527 03 MPE 031m ujz] BOF205 949 1 F100,000.00 F0.00 000 F100,000.00 $0.00
First Prew Mext Last

Search - ‘
reEXpense Actuals

Pre-Encumberad : _ Q) Uncommitted : _
Encumbersd : _ Q Unobligated : _
Pocrued Brpenses : _ Q; Urexpended fAccred : _
Cash Evpenses : _ 'Q; Urespended Cash _
Aotual Expenzes _ Back End Splits : _ Q;

r*Revenue Actuals

Unbilled Esmed Rewenue : _ Q; Taotal Revenus : _
Billed Eamed Rewerus _ Q; Bevenue Credits : _ Q;
Collected Eamed Rewenus : _ Q;
Caollzcted Uneamed/Defered Rewenus _ Q
oo

Unrecognized Rewenus :

~*Budgeted Amounts

FAwarded : _ Q; Budget Reserve : _
Amendmerts _ Q; Purchasze Reservations : _ Q;
Transter Out _ Q;

Transfer In : _ Q
Eeversions : _ Q;

r®General Information

Cepartment : - Marme :

Major Program Description :

FProgram Active

Prograrm Period Manager Mame :

[osimPs
s
o
Funding Profile : - Start Date
o
: [

Funding Priority End Date

Funding Line

28. Click Close Workspace in the Secondary Navigation Panel.

)
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Charge Transaction (CH) Document

The Charge Document records one-sided “charges” against a program. These charges are the
“expense” side of an otherwise two-sided accounting entry. You might think of these as “memo”
transactions. The transactions update the Cost Accounting Journal and Cost Accounting Ledgers, but
they do not update any other journals or ledgers.

There are two uses for the Charge Document:

e To record non-reimbursable charges (using event type XXP3)
e Torecord reimbursable charges (using event type CG01)

Non-Reimbursable Charges
Two examples of charges you might record as non-reimbursable are as follows:

¢ A non-state sub-grantee’s matching costs (e.g., a local government)
¢ A non-federal third party’s in-kind contributions of services or goods

Sometimes the administration of a grant involves making sub-grants to non-state entities such as local
governments. Some of the arrangements require the sub-grantees to bear a portion of the costs
associated with the sub-grant. The portion of costs borne by the sub-grantee can be an essential
component of the state’s strategy for meeting its cost-sharing requirement under the grant.

Some federal agencies’ regulations pursuant to Office of Management and Budget Circular A-102
permit counting the value of non-federal third parties’ contributions of goods and services towards the
state’s cost sharing, or matching, requirement.

You can record non-state sub-grantees’ matching costs and the value of non-federal third parties’ in-
kind contributions on Charge Documents’ accounting lines by using event type XXP3. To do so, you
should code such charges to programs tied to funding profiles that post the full amount to funding lines
identified with state fund.

Reimbursable Charges

Applying an overhead charge to a program is an example of using the document to record a
reimbursable charge. The overhead charge might be the result of an allocated charge for computer
usage or a per hour charge for use of a vehicle, or it might be the result of using the Overhead Rate
feature of the Major Program setup. In the former case, you create the Charge Documents manually. In
the case of the latter, a batch process automatically creates Charge Documents. In both cases,
accounting lines containing event type CG01 and programs tied to reimbursable funding lines will result
in reimbursement amounts on RE and CR documents.
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Charge Transaction (CH) Document: Header

‘A DVAANT,AG E Home Personalize Help Accessibility Logout

ent 01 Procuremert  Accounts Payvable

Accounts Receivable Budget Cost Accounting

CH - 527- 0800000001- 1- New- Draft

| Actian Meny I
b
Accounting N
Posting - wGeneral Information
Document Comments
Document History Cocument Mame :
Document Reference
Future Triggering Record Date:l
Budget Fy': I
Fiscal Year: I
Feriod : I

Document Description

Actual Amount: $0.00
Closed Amount: $0.00
Closed Date :

r bDocument Information

Top

[ sawe Y Unds [ ot | Vaidwe | Submi ] Ciase ]

e Document Name: For informational purposes only.

e Record Date: Defaults to the current date.

e Budget FY: Defaults to the current budget fiscal year.

e Fiscal Year: Defaults to the current fiscal year.

e Period: Defaults to the current period.

e Document Description: For informational purposes only.
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Charge Transaction (CH) Document: Accounting: General Information

‘A DVAANT,AG E Home Personalize Help Accessibility Logout

et 01 Procurement  Acc bl le  Budget -ourin

CH - 527- 0800000001 1- New- Draft

Header "
Headsr Action M
" Socounting q‘l
&5 v 1]
Inzert Mew Line Insert Copied Line First Prew Go To Mext Last
Document Comments
Document History sk
Document Reference ~=wGeneral Information
Future Triggering
Event Type ICGD1 Fiscal Year: I
Accounting Termplate IBSZ?DE Budget FY:I
Feriod :I
Line Description : Charge Class :I
Charge Class Rate :|
Line Amount : |1DD Charga Units :I
Line Closed Amount :
Line Closed Date

r PReference
 BFund Accounting 5

 bDetail Accounting -

[ sawe Y umo [ Fist | vaidate | Submit |  Ciose |

e Event Type: Select CG01 or XXP3 from the pick list.

e Accounting Template: Enter the appropriate Accounting Template.
e Line Description: For informational purposes only.

e Line Amount: Enter the amount.

e Fiscal Year: Defaults to the current fiscal year.

e Budget FY: Defaults to the current budget fiscal year.

e Period: Defaults to the current period.

e (Charge Class, Charge Class Rate, Charge Units: Optional. Contact the Finance and
Administration Cabinet, Statewide Accounting Services (SAS) to learn more about Charge
Classes.
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eMA

Charge Transaction (CH) Document: Accounting: Reference

- *Reference
RefDoc Code | Refvendor Line li
RefDoc Dept Code Ii Ref Cammodity Line lni
RefDoc Id . | RefAccounting Line ; li
Ref Type :

e Ref Doc Code, Ref Doc Dept Code, Ref Doc Id: Not used by the Commonwealth.

Charge Transaction (CH) Document: Accounting: Fund Accounting

~wFund Accounting
Fund : ’7 Cepartment ; ’7 QBSA: Ii
SubFund:| unit:[ supomsa:|
Object:[E333  swbunit:| DeptObject:[
Sub Object : ’7 Appr Unit | Dept Revenue ; li
Revenue ’7 BEA: ’7
Sub Revenue ’7 Suh BEA: ’7

e Fund Accounting Fields: Most are populated by the accounting template. Enter additional fields
as required.

Charge Transaction (CH) Document: Accounting: Detail Accounting

~whetail Accounting

Location : Reporting : | Major Program :
Sub Location Sub Reporting : ’7 Program : 03101
Activity Task:[ Phase .
Sub Activity ; Sub Task: ’7 Frogram Period : {09
Function : | Task Order : ’7
Sub Function : ’7

e Detail Accounting Fields: Most are populated by the accounting template. Enter additional fields
as required.
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Exercise 4 — Process a Charge Transaction (CH) document
Scenario
Process a Charge Transaction (CH) against the Grant just established.
Task Overview

Enter the appropriate information on the Charge Transaction (CH) document, validate the data and
then submit the document.

Procedures

1. Click Home on the eMARS Home page.

Pe sonalize Help Accessibility Logout

ADVANTAGE

t 01 Procuremenrt  Accourts Payable  Accounts Receivable

Bucdoet G

LT E Document Catalog
Page Search Search

Document Catalog
070 A Gy EMTAE

rwhocument ldentifier

» Favorites . .
» Administration Code: ICH Unit: |UNIT
Dept.: |52? ID:|
rwOther Opti

Auto Murnbering
Create Template : [

Create

3. Click Document Catalog.
4. Click Create.

]
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5. Enter the following information.

Required Fields Values

Code CH

Dept Your department from the student card.
Unit UNIT

Auto Numbering Selected

Document Catalog

Search

sk
=hocument ldentifier

Code: [CH Unit : [UNIT
Dept. : 527 D |

wther Options

Auto Mumbering
Create Template . []

Create

henu

6. Click Create. The new CH document Header opens to the General Information section.

]
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~ Header

Accounting

Pozting
Document Comments
Document History
Document Reference
Future Triggering

Home  Personalize  Help  Accessibility  Logout
Procuremert Ao fable le  Budget G oLIrtin.
CH - 527- 0800000001- 1- New- Draft
|| Action Mens ]
L4
rwGeneral Informati
Document Mame :
Record Date:l
Budget FY:I
Fiscal‘r‘ear:l
Period:l
Document Description
Actual Amount: $0.00
Closed Amount: $0.00
Cloged Date :
r BDocument Information 4
Tap
[ Sawe [ wnde [ At [ vasdwe [ swet [ Chse ]

7. Click the Accounting link in the secondary navigation panel.

8. Click Insert New Line and enter the following information:

Required Fields

Values

Event Type

CcGo1

Accounting Template

Your accounting template from the student card.

Line Amount

100

)
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D\'{-‘AN T‘A (} E Home Personalize Help I bility Logout

Procurement 0 le  Bucget untingg

CH - 527- 0800000001- 1- New- Draft

Action Meny
" Accounting
Accounting Line | Line Amount | Line Closed Amount Event Type  Ref Doc Dept Code
&% v 0
Insert Mew Line Insert Copied Line First Prev Go To Mext Last
Document Comments
Document History b
Document Reference rwGeneral Information

Future Triggering

Event Type : IW Fiscal vear: I—
Accounting Template ; W Budget Fy': I—
Feriod : I—
Line Description : Charge Class - I—

Charge Class Rate :|

Line Amourt : |1DD Charge Units I

Line Closed Amount :
Line Closed Date

r PReference
 BFund Accounting 5

 bDetail Accounting -

Top

[ sawe Y umo [ Fist | vaidate | Submit |  Ciose |

9. Expand the Fund Accounting section and enter the following information:

Required Fields Values
Object E339
wFunid Accounting
Fund : I— Department : I— OBSA I—
subFund:[ onit: [ supoBsa:|
Object:[E335  subumit:| DeptObject:[
Sub Chject: I— Appr Unit: | Cept Revenue ; I—
Revenue I— BSA I—
r r

Sub Revenue : Sub BEA

10. Expand the Detail Accounting section and enter the following information:

Required Fields Values
Program Your Program from the student card.
Program Period 09

)
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rwhetail Accounting

Location :
Sub Laocation
Activity

Sub Activity

Function :

T

Sub Function

Reparting :
Sub Repoarting :
Task:

Sub Task:

Task Order:

Majar Pragram

FProgram : |D31D1

Fhase:

li
Frograrm Period ; |09

T

11. Click Validate.

12. Check for errors, correct them and then click Validate again.

)
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ADVANTAGE Home  Personalize

Pr ent  Accounts Payahble urits Receivab Biu Cost Accounting

@ View All {1 of 1) : Document validated successfully
CH - 527- 08000000011- 1- New- Draft

Actian Manu
Accounting Line | Line Amount Line Closed Amount Event Type Ref Doc Dept Code
&% - 1 F100.00 FO00 OG0
Inzert Mew Line Inset Copied Line First Frev o To Mext Last
Document Comments
Document History bk
Document Reference ~wieneral Information

Future Triggering
Event Type ICGD1 Fiscal Year: I
Accounting Template IEISETDS Budget FY: I

Feriad

Line Description : Charge Class

Charge Class Rate

T

Line Amuunt:|$1DD.DD

Line Closed Amount : $0.00
Line Closed Date :

Charge Units

r PReference

~wFund Accounting

Fund : W Depanment:lﬁz?— QOBSA: I—

supFund:[ unit: [ONT swpomsa:[

Object:[E338  swoumit:[ Deptomject:[

Sub Object:l— ApprUnit:l Dept Revenue : I—

Revenue I— EISA:I— TRMM
Sub Revenue I— Sub BSA: I—
~whetail Accounting

Laocation - Reporing - I Major Frogram @ 031TMPS

Prograrm |DS1D1

Sub Location Sub Reporting :

.

Task: I— Phasze:
I—
I—

Artivity

il

Suhb Task: Prograrm Period :

]

Sub Activity

Function : |CBE1 Task Order :

Sub Function

|

Top

hlenu

13. Click Posting to review the posting lines and see how this charge has been split.

)
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ADVANTAGE Home  Personalize

ritire

O View All (1 of 1) : Document validated successfully

Document View CH - 527- 0800000001- 1- New- Draft
Actian Meny
Accounting
- -
Eosting Line Function Debit Posting Debit Posting Name  Debit Amount
Credit Posting Credit Posting Name Credit Amount
oo St Charge F50.00
Document Comments « 1 Man-Standard S
Document History )
Document Reference
Future Triggering
First Prev o To Mesxt Last
Accounting 1: ¥
Fk
rwGeneral Information
Run Time/Date ; 052652008 Budget Yy 2009
Record Date : 08i26r2008 Fiscal Year: 2004
Journal Posting : Mot Ready Feriod ; 3
Budget Pasting : Mot Ready FostPair (D A
Bank Account: Line Amount ;. $80.00
BEA Type Indicator : Fosting Armount . $30.00

DBESA Type Indicator ;

rwFund Accounting

Fund : 1200 Cahinet: 54 BZA

Sub Fund : Department ; 527 Sub BSA

Ohject: E3349 Unit: UMIT OBSA:

Sub Ohject Suh Unit Sub OBSA:

Ohject Category : 35 Appr Unit Dept Ohject :

Revenue : Appr Category Dept Revenue ;
Sub Revenue Internal Fund :
Revenue Category : Internal Sub Fund ;

Internal Dept

rwDetail Accounting

Locatian : Reparting : Major Program : 031MPS
Sub Location Sub Repaorting : Frogram : 03101
Activity Task: FPhase:
Sub Activity Sub Task: Program Period: 09
Function : CHE1 Task QOrder:  Funding Profile : 80F205
Sub Function Stage Profile

Funding Friority : 10
Funding Line ;1

E

[ save J wnie [ Pt [ vewswe [ submt [ Crose ]

henu

)
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I  ADVANTAGE

Heome

Personalizg

s ert 01 Budget  C unting
CH 00001 1 O View All (1 of 1) : Document validated successfully
Document View CH - 527- 0800000001- 1- Mew- Draft
Header “Actian Men
Accounting
S Line Function Debit Posting | Debit Posting Name | Debit Amount
Credit Posting Credit Posting Name Credit Amount
Document Comments 1 Man-Standsrd e St charge e $0.00
Document History :
E::;::_::.Reefrei;ence o 2 Mon-Standard oo =td Charge s
000
First Prev Go To Mext Last
Accounting 1: »
Fh
rwGeneral Information
Run Time/Date | 0972672003 Budget FY'; 2009
Recard Date ; 097262008 Fiscal Year: 2009
Journal Posting . Mot Ready Period: 3
Budnget Posting : Mot Ready FaostPairlD: A
Bank Account: Line Amaunt: $20.00
BSA Type Indicatar Faosting Amount : $20.00
OBSA Type Indicator ; Closed Amaunt - _
rwFund Accounting
Fund : 0100 Cahinet: 54 BEA
Sub Fund : Department: 527 Sub BEA
Object: E339 nit: UMIT OBSA
Sub Ohject Sub Unit Sub OBSA
Ohject Category © 35 Appr Unit Dept Object
Rewenue ; Appr Category Dept Revenue

Sub Revenue
Revenue Category :

Internal Fund :
Internal Sub Fund .
Internal Dept

—whetail Accounting

Location : Reporting . Major Program : 031MPS
Sub Location ; Sub Reporting Frogram: 03101
Activity Task: Phase:
Sub Activity Sub Task: Program Period: 08
Function : CBE1 Task Order:  Funding Profile - 80F208
Sub Function : Stane Profile :
Funding Priority - 10
Funding Line : 2
Top
[ save J wnds [ pit [ e | Submit [ cCiose ]
hlenu

14. Click Submit.

)
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f T T, ~y Home Personalize
ADVANTAGE :
dent 01 i 3 3 2 . Budget Lritire

CH 0 001 1 O View All (1 of 1) : Document submitted successfully
Document View CH - 527- 0800000001- 1- New- Final
Actian Meny

Accounting
- -

Eosting Line Function Debit Posting Debit Posting Name  Debit Amount

Credit Posting Credit Posting Name Credit Amount
oo St Charge F50.00

Document Comments « 1 Man-Standard S

Document History )

Document Reference

Future Triggering

First Prev o To Mesxt Last
Accounting 1: ¥
Fk
rwGeneral Information
Run Time/Date ; 052652008 Budget Yy 2009
Record Date : 08i26r2008 Fiscal Year: 2004
Journal Posting : Fosted Feriod ; 3
Budget Pasting : Posted FostPair (D A
Bank Account: Line Amount ;. $80.00
BEA Type Indicator : Fosting Armount . $30.00

DBESA Type Indicator ;

rwFund Accounting

Fund : 1200 Cahinet: 54 BZA

Sub Fund : Department ; 527 Sub BSA

Ohject: E3349 Unit: UMIT OBSA

Sub Ohject Suh Unit Sub OBSA:

Ohject Category : 35 Appr Unit Dept Ohject :

Revenue : Appr Category Dept Revenue ;
Sub Revenue Internal Fund :
Revenue Category: Internal Sub Fund ;

Internal Dept

—whetall Accounting

Laocation ; Reporting . Major Program ; 031mPS
Sub Location Sub Repaorting : Frograrm : 03101
Artivity Task: FPhase .
Sub Activity Sub Task: Program Period: 05
Function ; CBE1 Task Qrder:  Funding Profile ; 80F205
Sub Function Stage Profile

Funding Friority ; 10
Funding Line ;1

[ e T st [ooyrowan | ciose )

henu

)
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NOTE: In the training environment, the document has a status of Final. In the production environment,
approvals may be required before a document is Final.

15. Click Close.

Lookup the Budget Information on the eMARS Inquiry Screens
16. Click Cost Accounting, then click Reimbursable Budget Inquiry.

" “\ ADVANTAGE - H-:.-me I’e_r:--:nanae Help  Accessibility  Logout

it 01 Procuremert  Accounts Payable Accounts Receivable Buiget Cost Accounting

Cost Accounting

Reimbursable Budget Inquiry

Grant Accounting
Cost Allocation
Documents
. Reimbursable Budget Inuil ¥ Reimbursable Budget Inguiry
Reitnhursable Budget Inguiry These tables are used to review events such az Expenditures, Charges, and Revenue that have posted against vour reimburzable budget.
Funding Friarity (B33
Funding Line (BO20LWEY

hleny

17. Click Funding Priority (BQ39LV1).
18. Enter the following information on the Search pop up box:

Field Value
Your department from the student card.
Your Major Program from the student card.

Department
Major Program

A http://162.114.104.152 - Search ... [:][E][E]

@ Done & Internet

19. Click Ok.

20. Review the information on the Funding Priority BQ39LV1 page. Note the change in the Charges
bucket.

)
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Reimbursable Grant: Funding Priority

fenu Quick Search

Major Program | Funding | Funding Current Actual Total Unrecognized

Program Period Profile Priority Budpget Expenses | Revenue Revenue
v 92T 03 MPs 03m 04 GOFZ03 10 F100,000.00 $0.00 $0.00  §100,000.00 F0.00

First Frew Mext Last

Program

Depa nt

Unobligated

Copy Search ¥ l,
rwExpense Actuals

~wRevenue Actuals

I

Unbilled Eamed Rewvenue

Collected Eamed Rewvenue

Collected UneamedsOefered Revenue

Unrecognized Revenus :

~wBudgeted Amounts
s T
s RN
o
Evpected Revenue : _ ':-_2;
Transfer Out : _ ':-_2;
Tansfer In : _ ':-_2;
Eewersions : _ ':-_2;

~=General Information

Department ; -
Major Program ; -

Original Budget : _
Budget Reserve : _
Purchaze Reserwations : _ ':1;

Mame :

Description ;

Active

21. Click Funding Line (BQ39LV2).

& caldams
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22. Enter the following information on the Search pop up box:

Field Value
Department Your department from the student card.
Major Program Your Major Program from the student card.

A hitp://162.114.104.152 - Search ... [= |[B][X]

031 WP

| ‘ Inkernet

23. Click Ok.
24. Review the information on the Funding Line BQ39LV2 page.

)
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Reimbursable Grant: Funding Line

Menu Quick Search

Program | Funding | Funding Funding @ Current Actual Total Unobligated Unrecognized

Period Profile | Priority Line Budget Expenses  Revenue g Rewvenue

v 827 OxMPs 03101 03 goFz20s 10 1 $ido, 0o0.00 fo.00 Fo0.00 F50,000.00 f0.00
527 OFMPE 03101 k] BOF20= 99 1 §100,000.00 jo.00 F0.00  §100,000.00 F0.00

First Frev Mext Last

Search i‘s

rwExXpense Actuals

Pre-Encumbernsd : _ ':2; Uncommitted : _
Encumbered : _ ':25 Unobligated : _
Pocrued Bipenses _ Q Unexpended Aeemed : _
Cash Expenses : _ ':2; Unewpended Cash : _
Sotual Expenses : _ Back End Splits : _ Q;

- TRevenue Actuals

Unbilled Esmed Rewenue : _ ':2; Total Revenue : _
Billed Eamed Rewenue : _ Q Revenue Credits : _ Q
Collected BEamed Rewvenue : _ ':1;
Collected Uneamed/Defemed Rewenus : _ ':2;
fom

Unrecognized Rewvenue :

~¥Budgeted Amounts
Fwarded : _ ':a; Budget Reserve : _
Amendments : _ Q; Purczhase Reservations : _ Q;
Espected Rewenue : _ ':13, Alocated : _ ':13,
Transfer Out : _ ':2;
Transfer In : _ ':a;
Feversions : _ ':2;

rwaeneral Information

Department _ Mame :

S T —

25. Click the second line in the grid at the top of the screen.

)
g cGldms 85 of 128



Y
3
e:m;sm"mmww eMARS 501 Cost Accounting — Projects and Grants

iriog ysom

Reimbursable Grant: Funding Line

Meny Quick Search

Program  Funding Fupdi_rl Fur!din Current Actual Total Unobligated Unrecognized
Profile | Priority Line Budget Expenses  Rewvenue Rewenue
527 OFMPE 03101 ] BOF20s 10 1 F50,000.00 jo.00 F0.00 Fa0,000.00 $0.00
v 827 OxMPs 03101 s goFz20s 10 2 F20,000.00 F0.00 F0.00 F20,000.00 F0.00
a7 OFMPE 0301 uje] BOF205 99 1 F100,000.00 Fo.00 FO.00  §100,000.00 F0.00

First Prev Mesxt Last

Search L l
rwExpense Actuals

Pre-Encumbered : _ Q Uncommitted : _
Encumbered : _ Q Unobligated : _
Aocmued Bdpenzes _ ':2; Unexpended Avcried : _
Cash Expenses : _ 'Qa, Unespended Cash : _
Potual Expenses : _ Back End Splits : _ ':13,

r¥Revenue Actuals

Unbilled Eamed Fewvenue : _ 'Q; Total Bevenus : _
Billed Eamed Rewenue : _ ':2; Rewenue Credits : _ Q
Collected Eamed Fevenue : _ ':2;
Collected Uneamed/Defermed Revenus : _ Q
booo

Unrecognized Rewenue :

~wBudgeted Amounts

Awarded : _ ':2; Budnet Reserve : _
Pmendments : _ ':2; Purchasze Reservations : _ ':2;
Tanster Out : _ Q

Tansfer In : _ ':2;
Rewversions : _ ':1;

rwGeneral Information

Prograrn : [N Active

26. Click Close Workspace to return to the eMARS home page.

)
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Cash Receipt (CR) Document

The Cash Receipt document records receipts deposited in the Commonwealth’s general depository
bank. The CM410 Cash Receipts course more thoroughly covers the document. The following three

event types are particularly relevant to Cost Accounting:
e ARO02 (Collect Earned Revenue), which you use to record reimbursements from grantors,
e AR32 (Vendor Refund), which you use to record a refund from a vendor, and

e XXPI (Program Income), which, as the name implies, records economic events discussed under
“Program Income” in OMB Circular A-102 or OMB Circular A-110 as applicable.

NOTE: Refer to the eMARS 420 Accounts Receivable course materials for details of processing CR
documents with Event Type ARO2 and other requirements.

Be aware that Front End Spilit logic is applied to manually entered RE and CR documents, even though
it is not applied to system generated documents.
Cash Receipt (CR) Document: Header: General Information

Personalize Help

Home

ADVANTAGE

= Studert 01

L cooLInting

Accounts Receivable Budget

Procurement  Accourts Payable

CR - 527- 0800000001- 1- New- Draft

+ Header | Action Merwr ]

Auto Apply
hk

“Yendaor R
rwGeneral Information

Accourtineg
Piosting ElankAccnunt:IG1

Document Comments Dacument Marme -
Document History Cash Account :I
Document Reference Record Date : I
Future Triggering Cash Account Sub I
Budget FY:I
Depaosit Ticket : |
Fiscal‘r‘ear:l -
Deposit Date:l
Feriod :I -
Bank Deposit Data :|

Suppress Pend Print: [

Document Description :

Actual Amount: §0.00

- bExtended Description 4

r bDocument Information -

Top

[ sawe Y umo J  fit [ vaigae [ Submi [ Clese ]

Meny

e Document Name: For informational purposes only.

¢ Record Date: Defaults to the current date.

e Budget FY: Defaults to the current budget fiscal year.
e Fiscal Year: Defaults to the current fiscal year.

)
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e Period: Defaults to the current period.

e Document Description: For informational purposes only.
e Bank Account: Enter “G1.”

e (Cash Account: Leave blank.

e (Cash Account Sub: Leave blank.

e Deposit Ticket: Leave blank for cash or check. For EFT, refer to CM410 Cash Receipts course
materials.

e Deposit Date: Leave blank.
e Suppress Pend Print: Leave unchecked.
e Payment Type: Select from the drop down.

Cash Receipt (CR) Document: Header: Extended Description:

wExtended Description

Extended Description

e Extended Description: For informational purposes only.

Cash Receipt (CR) Document: Header: Document Information

=hocument Information
Created By . Student0d
Created On ; 09/26/2008
Modified By Student0
wodified On: 0922008

]
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1.

Cash Receipt (CR) Document: Vendor: General Information

ADVANTAGE

iy} Procuremerit

CR - 527- 0800000001- 1- New- Draft

Accounts B

Home Persenalize

Bucoet

~ Wendor

3% By v ]

Vendor Line VWendor Customer Legal Name | Line Amount

Inzert Mews Line Inzert Copied Line

Accourting

First Prew Go To Mewt Last

Poztineg

Document Comments sk

Document Histo ~wGeneral Informati
Document Reference

Help

Accessibility

Logout|

Future Triggering wendor Custarmer |VCDDDD1DDD11

Billing Profile :|

Legal Marne |

Misc. Account: n

Address Code :|

Address Line 1 :I

Address Line 2 : I
city: |
State I—
Zip I—
Country I—
couny:[ B

vendar Contact 1D
vendor Contact Mame
Wendar Contact Phone
Wendor Contact Phone Ext.
Yendor Contact Email :

Fau:
Fax Extension

YWeb Address hitplr

Auto Apply

Resere CrBalance

Line Armount

Line Actual Amount
AR Dept:

AR Unit:

] }WW

Vendor Customer: Enter the vendor or customer identification or select from the pick list.
Line Amount: Enter the dollar amount collected from this vendor or customer.

Line Actual Amount: Calculated

AR Dept.: Enter the appropriate Department code.

AR Unit: Enter the appropriate Unit code.

Remaining fields are populated when the document is saved.

=CG
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Cash Receipt (CR) Document: Vendor: Payment Information, Reference Information and Payment Order

~*Payment Information

Fayment Date I MEF Fee Amount |
Reason - | MSF Check Date : I

CheckiEFT Number : | Wyiaive MSF Fee: [

~wReference Information

RefDoc Code | Ref%endaor Ling I
RefDoc Dept:l RefAccounting Line :I

Credit Card Trans Murmber :

RefDoc 1D |
—wPayment Crder
Priotity 1 Posting Type | | V| Credit Card ; |
Priotity 2 Posting Type © | v Credit Card Type : [
F'riu:urih,r3F'|:|stingT3rpe:| "'| Credit Card Numher:l
Priority 4 Posting Type . | v| Credit Card Expiration Month |
Priority & Posting Type . | b | Credit Card Expiration Year
|
|

Card Holder Mame ;

e Ref Doc Code, Ref Doc Dept Code, Ref Doc Id: Populated by automated reimbursement
process; otherwise, typically not used with transactions being discussed here.

e Payment Order fields not used.
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Cash Receipt (CR) Document: Accounting Details: General Information

,-A DVAANT‘AG E Home Personalize Help Accessibility Logout

dent 01 Procurement  Accourts Pavable  Accounts

ivable Bucddget Cost Aco

ountine

CR - 527- 0800000001- 1- New- Draft

E=R | Astion terw |
Wendar
7 .
Sy Accounting Line | Line Amount | Event Type
3% & i AR32
Insert Meww Line Insert Copied Line First Frev o To Mewxt Last

Wendor 1: WCO0D0100011 >

Document Comments Accounting Details
Document History &k
Document Reference R
Future Trigrerin, - wGeneral Information
Event Type IAR32 Budget FY : I
Line Type I Fiscal Year: I
Linge Type Marne : Peariod I
A ting T late I
ccounting Template Reason:l—

Reclassification Date : I

Line Description :
Reclassification Held ; [

Line Amount: I

Refunded Amount: §0.00

r PReference 4
 bFund Accounting -

 bDetail Accounting -

Top

[ sawe Y vmde | Pt ] vaiswe J  Submt | Giese ]

hdeny

e Event Type: Select AR02 to record collected earned revenue, AR32 to collect a vendor refund,
or XXPIto record program income.

e Line Type: Select from the drop-down.

e Line Type Name:

e Accounting Template: Enter the appropriate Accounting Template, if applicable.
e Line Description:

e Line Amount: Enter an amount applicable to the selected grid row of Vendor Customer section.
e Refunded Amount: Calculated.

e Budget FY: Defaults to the current budget fiscal year.

e Fiscal Year: Defaults to the current fiscal year.

e Period: Defaults to the current accounting period.

e Reason: See Accounts Receivable training manual.

e Reclassification Date: See Accounts Receivable training manual.

¢ Reclassification Held: See Accounts Receivable training manual.
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Cash Receipt (CR) Document: Accounting Details: Reference, Fund Accounting and Detail Accounting

wHeference

Ref Doc Code | Refwendor Line :
Ref Doc Dept RefAccounting Line :

FefDoc 1D Ref Type :

W

=Fund Accounting

Fund : Ii Department Ii DBSA Ii
subFund:[ unit:[ supoBsA:|
Object:[  suwbunit:[ DeptObject: |
Sub Ohject: Ii Appr Unit | Dept Revenue : Ii
Revenue Ii BSA: Ii
- -

Sub Revenue Sub BEA

=hetaill Accounting

Suhb Function

Location : Ii Reporting : | Wajor Program :
subLocation:| Sub Reporting: [ Program: |
Actiity: [ Task:[ Phase [
Subactivity: [ subTask:[ Program Period:[
Function | Task Order: Ii
—

¢ Reference fields populated by automated reimbursement process; otherwise, typically not used
for the events being discussed here.

e Fund Accounting Fields: Most are populated by the accounting template. Enter additional fields
as required.

e Detail Accounting Fields: Most are populated by the accounting template. Enter additional fields
as required.

“Two Book” Period

If left blank, the BFY, FY, and Period fields will default to the current fiscal year and accounting period. The only
time these fields may need to be coded on a document is during the “Two Book” period in early July when there
are two fiscal years open. In order to code a document to the old fiscal year during this time, the user must code
the old fiscal year in the Fiscal Year field and code “13” in the Period field. If these fields are left blank in July, they
will default to the new fiscal year and Period 1.

]
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Exercise 5 — Process a Cash Receipt (CR) document
Scenario
A vendor refund needs to be recorded for the grant using a Cash Receipt (CR) document.

Task Overview

Enter the appropriate information on the Cash Receipt (CR) document, validate the data and then
submit the document.

Procedures
1. Click Home on the eMARS Home page.
2. Click Search.

Home *ersonalize Help Accessibility Logout

Budget  COST ACCOUNTING

Procuremert  Accounts Payable Accourts Receivable

Document Catalog

Page Search Search

Documerd Catelog ]
Document Catalo Sh

» History rwhocument ldentifier

» Fawvorites . L
» Adminictration Code: [CR Unit: [UNIT
Dept.: |52? o |
rw0ther Options

Auto Murmbering
Create Ternplate : [

Create
Menu

3. Click Document Catalog. The Document Catalog opens.

)
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4. Enter the following information.

eMARS 501 Cost Accounting — Projects and Grants

Required Fields Values

Code CR

Dept Your department from the student card.
Unit UNIT

Auto Numbering Selected

Document Catalog

Search

#k

whocument ldentifier

Code : |CR Unit: [UNIT

Dept. : 527 ID: |

wlther Options
Auto Mumbering ;
Create Template © []

Create
llenu

5. Click Create.
6. Enter the following information in the General Information section.

Required Fields Values

Bank Account G1

]
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CR. - 527- 0800000001- 1- New- Draft

| Actian Mani I

Auto Apply
Fhk
—wGeneral Information
Docurment Mame - Bank Account ;|51
Cash Account
Fecord Date :
Cash Account Sub
Budoet Fy :
Dieposit Ticket : |
Fiscal Year: _
Ceposit Date
Period
Bank Deposit Date
Document Description : Suppress Pend Print: [
Actual Amount : $0.00 Payment Type : | Cash v|
r BExtended Description 4
r BDocument Information
Top
r Save T Ly T Frint T valdale T Subrmit T Cloze ]
Menu

7. Click Vendor in the Secondary Navigation panel.

8. Click Insert New Line and enter the following information:

Required Fields

Values

Vendor Customer

Your vendor number from the student card

Line Amount

50

)
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CR - 527- 0800000001- 1- New- Draft

% By v

1]

Vendor Line VWendor Customer Legal Name  Line Amount

Insert Mew Line I_nI;ert Copied Line

Actiaon Many

First Prew o To Mext Last

vk

—wheneral Information

Vendor Customer
Billing Profile
Legal Mame ;

AliasiDBA
Misc. Account:

Address Code

Address Line 1

Address Line 2

City
State
Fip:
Country

County

: [wC0000100011

—

Yendor Contact D
Vendor Contact Marme
Yendor Contact Phone

Vendor Contact Phone Ext.
Vendor Contact Email
Fax:

Fax Extension

Wieh Address hitpai

Auto Apply

Feszerve CrBalance :

Line Amaount

Line Actual Amount

AR Dept:

AR Lnit:

9. Click Accounting in the Secondary Navigation panel.
10. Click Insert New Line.

)
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CR - 527-0800000001- 1- New- Draft

Actian Meny

Accounting Line  Line Amount | Event Type
b4 v ]

Insert Mew Line I}ert Copied Line First Prew Go To Mext Last

Vendor 1: WCOOOOA00011 >

Accounting Details
Fhk

—wheneral Information

Event Type :I Budget Fy :I
Line Type :I Fiscal Wear I

Line Type Mame : FPeriod : I
Accaunting Template I Reason - I

Reclassification Date

Line Descriptian :
Reclassification Held . [

Line Amaunt

Refunded Amount ; $0.00

11. Click the Event Type pick list arrow.

Choose

Brovuse Clear

Event Type :| Event Type Mame :|
Event Type Event Type Name
Zelect AR02 Collect Earned Revenue

Select AR40  Collect Unreserved Overpayment

Zelect wRP Program income

Cancel First Prewious Mext Last

12. Click the Select link next to Event Type AR32 Collect Vendor Refund. The Event Type field
automatically populates with the selection.

)
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13. Enter the following information in the General Information section:

Required Fields Values
Accounting Template | Your accounting template from the student card
Line Amount 50

CR - 527- 0800000001- 1- New- Draft

| Actian Meru I
Accounting Line Line Amount | Ewent Type
3% v 0 AR32
Insert Hewu Line Insert Capied Line First Prew Go To Next Last

Vendor 1: WCOOD0D 100049 >

Accounting Details
Fhk

—wheneral Information

Event Type : [AR32 Budget FY :
Line Type : Fiscal Year:

Accounting Template : |BS2705 Beasan

Feclassification Date

Line Type Mame : FPeriod
|
|

Line Description o
Reclassification Held : [

Line Armount ; |5EI|
Fefunded Amount ; $0.00

14. Expand the Fund Accounting section and enter the following information:

Required Fields Values
Object E321

]
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—=Fund Accounting

Revenue : BSA

Fund : Ii Department Ii CJBEA Ii
subFund:[ unit:[ supoBsAa:|
Object: [E321 swbumit:[ DeptObject: [
Sub Ohject: Ii Appr Unit | Dept Revenue : Ii
- -
- -

Sub Revenue Sub BEA

15. Expand the Detail Accounting section and enter the following information:

Required Fields Values
Program Your Program from the student card.
Program Period 09

—whetail Accounting

Major Program :
Program : |EI31EI1

Location : Reporting :

Sub Function :

|
Sub Location : Sub Reporting :
Activity Task: Phase
subActiity: [ subTask:[ Program Period : J03
Function : | Task Order :
li

NOTE: Because the Major Program was established with Reporting Basis = “Accrual”, the Program
Period is inferred on this document.

16. Click Save.
17. Click Validate.

]
g cal dms 99 of 128



Rente
eMARS|:

eMARS 501 Cost Accounting — Projects and Grants

B View All {1 of 1) : Document validated successfully
CR - 527- 0800000001- 1- New- Draft

Actian Meny
Accounting Line | Line Amount | Ewent Type
3% v 1 $50.00 AR32
Insert Mew Line Insert Copied Line First Prewv Go To Mext Last

Wendor q: WCODOD 100019 >

Accounting Details
bk

—wheneral Information

Event Type IAF{SE Budget FY :I
Line Type : IA Fiscal Year I

Line Description
Feclagsification Held ;. [

Line Amount ; |$5EI.IZIEI
Refunded Amoant : $0.00

Ling Type Mame : Yendor Refund Partind | I
Accounting Termplate
g Template : [B52705 Reason: |
Reclassification Date :|

~*Reference

Ref Doc Code | Refvendor Line : I
Fef Do Dept : I RefAccounting Line : I

RefDac 1D | Ref Type - Partial

erun{I Accounting

18. Click Posting to review the posting lines and see how these accounting entries were split.

)
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@ View All (1 of 1) : Document validated successfully
CR - 527- 0800000001- 1- New- Draft

Acton Many
Line Function Debit Posting Debit Posting Name  Debit Amount
Credit Posting Credit Posting Name Credit Amount
40.00
v 1 Standard i Cash ¥
D014 External CE F40.00
First Prew Go To Mext Last
Accounting Line 1: *
Fh
—wheneral Information
Run Time!Date : 0972672008 Budget Fy: 2009
Record Date : 0972652008 Fizcalvear: 2009
Journal Posting © Mot Ready Feriod : 3
Budget Fasting - Mot Ready Faost PairlD: A
Bank Account ;G Line Armount : (F40.00%
BEA Type Indicator Posting Amount @ (F40.00%

Sub Revenue
Revenue Categary

Internal Fund
Internal Sub Fund
Internal Dept :

OBSA Type Indicator ; Asset Closed Amaunt - _
—=Fund Accounting

Fund ;1200 Cahinet: 54 BSA
Sub Fund Department: 527 Sub BEA

Ohject: E321 Lnit: LINIT DBSA 0110
Sub Object: Sub Linit Suh OBSA
Ohject Categarny - 35 Appr Unit: Dept Ohject :
Revenue : Apar Categary Dept Revenue

—whetail Accounting
Locatian : Repaorting : Majar Program : 031MPS
Sub Location Sub Reparting : Program : 03101
Activity Task: Fhase:
Sub Activity Sub Task: Program Feriod : 049
Function . CBE1 Task Order:  Funding Profile : 80F205
Sub Function Stage Profile
Funding Priority : 10
Funding Line : 1
Top
[ Sawe [ tnde [ it [ vadae [ Submi [ ciose |
hlenu

19. Click Submit.
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0 View All {1 of 1) : Doecument submitted successiully
CR - 527- 0800000001- 1- New- Final

Actian Menu
Line | Function Debit Posting | Debit Posting Name | Debit Amount
Credit Posting | Credit Posting Name Credit Amount
40.00
4 Standard A0 Cash ki
Do 4 External CE F40.00
10.00
. 5 Standard A0 Cash ki
Do14 External CE F10.00
First Prew Go To Mext Last
Accounting Line 1: ¥
dhk
wGeneral Information
Fun Time/Date : 09526/2008 Budget FY . 2009
Fecord Date ; 095262008 Fiscal Year: 2009
Journal Posting : Posted Feriod : 3
Budget Posting : Posted FostPair D A
Bank Account ; G1 Line Armount ; (§10.00%
BSA Type Indicatar : Fosting Amount : (510.00)

Sub Revenue ;
Revenue Category

OBSA Type Indicator | Asset Closed Amount - _
~=Fund Accounting

Fund: 0100 Cahinet: 54 BEA:
Sub Fund : Department: 527 Sub BEA:

Ohject: E321 Init ;. LIMIT oBEA 0110
Sub Object: Suh Unit Sub OBSA
Ohject Category ;. 25 Appr Unit Dept Object
Revenue Appr Category Dept Revenue

Internal Fund ;
Internal Sub Fund :
Internal Dept:

—whetail Accounting

Location :

Sub Location

Activity

Sub Activity
Function : CBE1

Sub Function

Feporting . Major Program ; 031MPS
Sub Reporing FPrograrm : 03101
Tazk: Phaze :
Sub Task: Program Period ; 09
Task Order:  Funding Profile ; 80F205
Stage Profile
Funding Priority ;10

Funding Line : 2

Menu

r Edi T Print TCopyFumﬂrdT Close ]

20. Click Close.
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Lookup the Budget Information on the eMARS Inquiry Screens

21. Click Cost Accounting, then click Reimbursable Budget Inquiry.

ADVANTAGE

=it 01

Accessibility Logout

Personalize Help

Home

Procuremert  Accounts Payable Accounts Receivable Buiget Cost Accounting

Reimbursable Budget Inquiry
tenu

Grant Accounting
Cost Allocation
Documents
. Reimbursable Budget Inuil ¥ Reimbursable Budget Inguiry
These tables are used to review events such as Expenditures, Charges, and Revenue that have posted against vour reimburzable budget.

Reimbursable Budget Inguiry.
Funding Friarity (B33
Funding Line (BO20LWEY

22. Click Funding Priority (BQ39LV1).
283. Enter the following information on the Search pop up box:

Value
Your department from the student card.

Your Major Program from the student card.

Field
Department
Major Program

=

A hitp://162.114.104.152 - Search ... [= |[B][X]

031MPS

@ Done & Internet

24. Click Ok.
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Reimbursable Grant: Funding Priority

Menuy Quide Search

Major Program @ Funding | Funding Current Actual Total Unobligated Unrecognized
Period Profile Priority Budget Expenses Revenue g Revenue
L= 0F1MPS 0310 JI=] GOF205 10 F100,000.00 (F:20.007 FO.00  F100,030.00 Fa0.00

First Prew MNext Last

Program

Program

Copy Search L .b
reExXpense Actuals

Pre- Encumbersd : _ Q Uncommitted : _
Encumbered : _ ':2; Unobligated : _
Pocrued Bopenzes : _ ':2; Unexpended Aocred : _
Caszh Expenses : _ ':a; Unespended Cash : _
Fotual Bvpenses : _ Back End Splits _ ':2;

r*Revenue Actuals

Unbilled Eamed Rewenue : _ ':2; Total Rewvenue : _
Billed Eamed Rewenue _ ':2; Rewenue Credits : _ ':2‘
Collected Eamed Rewenue _ ':2;
Collected Uneamed/Defered Rewenue _ ':2;
sooo

&

Unrecognized Rewenue :

- *Budgeted Amounts
Pdopted : _ ':2; Original Budget : _
Awarded : _ ':2; Budget Rezerve : _
Amendments : _ ':2; Purchaze Reservations : _ ':2;
Espected Rewenue : _ Q Alocated : _ ':1;
Transfer Out : _ Q
Transfer In : _ Q},
Currenit Budget : _
Bewversions : _ Q;

~=General Information

|

hMainr Procirats _ Clocrrinticm -

25. Click Funding Line BQ39LV2 link.

)
g cGldms 104 of 128



eMARS|ms— eMARS 501 Cost Accounting — Projects and Grants

26. Enter the following information on the Search pop up box:

Field Value
Department Your department from the student card.
Major Program Your Major Program from the student card.

A hitp://162.114.104.152 - Search ... [= |[B][X]

031 WP

| ‘ Inkernet

27. Click Ok.
28. Review the information on the Funding Priority BQ39LV2 page.

)
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Reimbursable Grant: Funding Line

Menu Quick Search

Program | Funding | Funding Funding @ Current Actual Total Unobligated Unrecognized

Period Profile | Priority Line Budget Expenses Revenue g Rewenue

v 527 OFMPS 0310 03 goFzo0s 10 1 FiGo, 00000 (540.007 Fo0.00 F50,040.00 4000
527 O3PS 031 09 goF20s 89 1 F100,000.00 F0.00 FO0.00  §100,000.00 F0.00

First Prev Mewxt Last

sk
rwExpense Actuals

Search

Pre-Encumbersd : _ ':2;
Pocrued Bxpenses _ Q;

Cash Bxpenses : _ Q

Aotual Bvpenses : _

Unexpended Aecried :

*Revenue Actuals

Unrecognized Fewenue :

Unbilled Eamed Rewenue : _ ':2;

Billed Eamed Rewenue : _ ':2; Fevenue Credits : _ Q

Collected Eamed Revenue _ Q

Collected Uneamed/Defered Rewenue : _ Q
booo

~¥Budgeted Amounts
s . TG
s . TR
— R
Espected Rewenue : _ ':13,
Transfer Out : _ ':2;
Transfer In : _ ':a;
Fewersions : _ ':2;

Original Budget : _
Budiet Rezerve : _
Purchase Reservations : _ Q

=General Information

Department - [EFFINN

Narne [£27.031MPS-03101-09-80

29. Click the second line in the grid at the top of the screen.
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Reimbursable Grant: Funding Line

Menu Quick Search

Pre- Encumbered : _ Q;
Encumbered : _ ':1;
Aocrued Bopenses : _ Q;
Cash Bxpenses : _ ':2;
Fotual Expenses : _

Uncommitted : _
Unobligated : _
Unexpended Accned : _
Unespendad Cash : _
Back End Splits - _ 2

: Major : Program | Funding  Funding | Funding  Current Actual Total . Unrecognized
Depariment Program Program Period Profile | Priority Line Budget Expenses  Revenue Unobligated Revenue
27 OFMPE 03O Juje] BOF205 10 1 FE0,000.00 (F40.00) F0.00 50,040.00 F40.00

-+ 527 OFMPE 03O 03 BOF20= 10 2 F20,000.00 (F10.00) F0.00 F20,010.00 F10.00
227 OFMPE 03O il goF20s 99 1 F100,000.00 F0.00 FO0.00  F100.000.00 F0.00
First Prew Mest Last
Search i h
~wExpense Actuals

rwRevenue Actuals

Unbilled Eamed Revenue : _ ':2;
Billed Eamed Revenus _ Q Rewenue Credits : _ ':2;
Collected Esmed Revenus _ Q
Collected Uneamed!Defemed Revenus _ ':2;
Unrecognized Revenue : _

~wBudgeted Amounts

-
—

Purchaze Reservations : _ Q

Transfer Out : _ Q;

Transter In : _ 'Q;
Currert Budiet : _

Rewersions : _ Q

—=General Information

Departtment !

30. Click Home to return to the eMARS home page.
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Cost Accounting Journal Voucher (JVC) Document

The Cost Accounting Journal Voucher (JVC) document is used to move cash, expenditures, or revenue
by manually entering splits (i.e., Front End Split is bypassed). This is useful for recording accounting
entries at the Funding Line level, such as when agreements change (e.g., moving expenditures
previously recorded against one Funding Profile to a new Funding Profile with different split
percentages). No Funding Profile Inference is done by a JVC; you must code all elements including
Funding Profile, Funding Priority and Funding Line.

NOTE: The JVC requires the approval of a Division of Statewide Accounting Services accountant.

Journal Voucher Correction (JVC) Document Header

DVANTAGE rsonalize  Help  Accessibility  Logout|

JVC - 527- 0800000001- 1- New- Draft
+ Header 1 Action Menw ]

Header
ik

Line Group
Accourting
Posting
Document Comments Docurnent Mame

rwGeneral Information

Budget Control Level Reduction: [~

Document History Fund Balance Control Level Reduction: [

Document Reference Record Date Cash Balance Contral Level Reduction: [~

Future Triggering
Budget FY Reversal Date :
Fiscal Year Create Reversal Document on Hold 1 [~

Feriod

Dacument Description

Total Credits : $0.00
Tatal Dehits © $0.00

rwExtended Description

Extended Description :

rwhocument Information
Created By - Studentit
Created On : 09262008
Modified By : Student0
Modified On: 0926/2008

The JVC document differs from other documents in the following ways:

e Any split of costs across Funding Lines must be done manually. This means that any
differences in the codes (such as Fund) for different Funding Lines must be manually entered.

e Cash offsets must also be entered manually. On most documents, posting lines are created
automatically to include cash offsets. This is not the case with the JVC.

As a general rule, consider using the JV2E or the JV2R if possible. The only time JVC documents are
required are when an adjustment or correction is made at the Funding Line level.

]
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Suppose supplemental funding was received for a grant after $10,000.00 in costs had already posted to
the overflow priority. The following example shows a JVC document entered to move costs from
Priority 99 to Priority 10, where costs are split 80% Federal, 20% State for Priority 10.

Line Group

As with other JV documents, a Line Group is entered to group lines which use the same Event Type.
The JVC allows you to record corrections using the following Event Types, Posting Codes, and related
Balance Sheet Accounts (BSA).

Posting Posting
Event Code Posting Code Name Code Posting Code Name
Type (& BSA) | BSA Name (& BSA) | BSA Name
CAO01 D014 External Cash Expense A001 Cash
(0110) Cash on Deposit with State
Treasurer
CA02 A001 Cash R0O03 External Collected Earned
. . Revenue
(0110) Cash on Deposit with State
Treasurer
CGO1 Coo1 Standard Charge

In our example below, CA01 indicates that our JVC will move cash expenses.

Journal Voucher Correction (JVC) Line Group

A DV‘AN TJAG E Home Personalize Help Accessibl

Procurement Accounts Payvable Accourts Receiveble Budget Cost Accountine

JVC - 527- 0800000001- 1- New- Draft

+ Line Group

Accounting

| Action Meny I

Line Group  Event Type | Posting Pair | Line Group Debit Total | Line Group Credit Total

& v 1 cam & $0.00 $0.00

Posting

Document Comments

Document History

Document Reference sk

Future Triggering

Insert Meww Line Insert Copied Ling First Prev So To Mext Last

reGeneral Information

Line Group : 1 Vendor Custarner : |
Event Type ICAIIH Marne |
Paosting Pair: Line Group Dehit Total : $0.00
Fosting Pair Marme A Line Group Credit Total : $0.00

Line Group Description :

 PReference -

Teop

[ save | undo [ Pt [ vawdae | swmit | Closs ]

hdenu

O
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Accounting Lines

The next step is to enter the accounting lines. It is recommended that you initially enter the nominal
lines, then copy and paste them to obtain the cash offsets.

In our example, a total of $100.00 will be moved from Priority 99 to Priority 10 for Program TRNMPS.
The Department, Unit, Function, Program, and Program Period codes will be the same on all lines, so
they will not be discussed. We know from the table above that the Posting Code for the nominal lines
would be D014 - External Cash Expense.

The other codes on the nominal lines for this transaction would be as follows:

Line Posting Debit Credit Fund Object BSA Funding | Funding | Funding
Number Code Amount | Amount Profile | Priority Line
1 D014 $80.00 1200 E111 80F20S 10 1
2 D014 $20.00 0100 E111 80F20S 10 2
3 D014 $100.00 0100 E111 80F20S 99 1

After entering these three lines, it is necessary to enter a cash offset line for each one. Offset lines will
carry Posting Code A0071 - Cash, and will be otherwise identical to the nominal lines except that the
amount will be entered in the opposite field, and Balance Sheet Account (BSA) must be entered on
offset lines.

When all three offset lines have been created, our JVC document will have six accounting lines as

follows:

Line Posting Debit Credit Fund Object BSA Funding | Funding | Funding
Number Code Amount | Amount Profile | Priority Line
1 D014 $80.00 1200 E111 80F20S 10 1
4 A001 $80.00 1200 E111 0110 80F20S 10 1
2 D014 $20.00 0100 E111 80F20S 10 2
5 A001 $20.00 0100 E111 0110 80F20S 10 2
3 D014 $100.00 0100 E111 80F20S 99 1
6 A001 $100.00 0100 E111 0110 80F20S 99 1
TOTAL | $200.00 | $200.00

Notice that although BSA is only entered on offset lines, the Object code is entered on both nominal
and offset lines.

)
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Journal Voucher Correction (JVC) Accounting Lines

JVE - 527- 0800000001- 1- New- Draft

Action Many
3% v 1 D014 $50.00 $0.00
3 2 DoMd $2000 $0.00
i 3 D014 $0.00 $100.00
Insert Mew Line Insert Copied Line First Prew Go To Mext Last

Line Group 1: 1 >

sk
~wGeneral Information

Event Type : CAOT Budiet FY:I

Fosting Pair: A

Posting Pair Marme ; & Fiscal‘r’ear:l
Pasting Code : [D0T4 Period:[

Fosting Code Mame : External Cash ExpenditurefExpense Bank : |G1

Accounting Termplate : IBSQ?DS

Federal share of expenditure

Line Description :

Dehit Amount : |$BD.DD
Credit Amount |$D.DD

~¥Reference

RefDoc Code : I Refvendor Line : I
RefDoc Dept : Ref Commaodity Line:l
RefDoc D | FefAccounting Line I

Reference Type :

|

r wFund Accounting
Fund:[1200 object: [E111 omsa:[
supFund:[ subobject:[ swpopsa:|
Department : |52?'— Revenue ; I— Dept Ohject: l—
Lnit : IW Sub Revenue : I— Dept Revenue : l—
supunt:[ psa:[ temalfuna:[
Appr Unit I— Sub BSA: I— Internal Sub Fund : l—
Internal Dept l—

r*hetail Accounting

Location : l— Reporting : I— Major Program :
Sub Location : l— Sub Reparting : Prograrm : IDS101—
Ativity l— Tashk: . l—

Sub Activity:l— Suh Taszk: Frogram Period:lDQ—
Function : ICEIE1— Task Order: Funding Profile : IW

i
il

Sub Function : I Funding Priority |1D

Funding Line : |1

)
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5 — Reports and Inquiries

Overview

The Commonwealth uses eMARS reporting (infoAdvantage) for custom reports as well as eMARS
standard reports and online inquiries of financial information. eMARS provides several reports for cost
accounting needs. Inquiry pages are also available for locating cost accounting information.

Data Sources and Online Inquiries

Two inquiry pages are available to assist with identifying grant balances. They are Reimbursable Grant:
Funding Priority (BQ39LV1) and Reimbursable Grant: Funding Priority (BQ39LV2).

Reimbursable Grant: Funding Priority (BQ39LV1)

This inquiry page provides financial information at the Funding Priority level.
Reimbursable Grant: Funding Priority (BQ39LV1)

‘% D \-’:.-"—\N T‘A (} E Heme Persenalize Help Accessibility Logout|

Procuremert — Ac o :  Budget QUi

Cost Accounting
Py —— Reimbursable Grant: Fundlng PI’IOI'Ity
Cost Allocation
Documents
Reimbursable Budget Inguiry|
Reimburzatle Budget Inguiry

hlenu Quick Search

Major

Program | Funding @ Funding Current Actual Total . Unrecognized
Unobligated
Program

o st (LT Period Profile Priority Budget Expenses | Rewenue Revenue

v 527 03 MPS 031m 03 S0F20z 10 $100,000.00 $50.00 $0.00 $99,830.00 (F20.00)

First Prev Nesxt Last

Copy Search b

r¥Expense Actuals

Pre-Encumbered : _ Q) Uncommitted : _
Encumbered : _ ':2; Unobligated : _
Aocried Expenses _ Q; Unexpended Accrued : _
Cazh Expenses : _ Q; Unexpended Cash @ _
HAotual Expenzes : _ Back End Splits : _ Q

r*Revenue Actuals

Unbilled Eamed Revenue : _ ':2; Total Rewvenue : _
Billed Eamed Rewvenue : _ Q; Rewenue Credits : _ Q
Collected Eamed Rewenue : _ Q
Collected Uneamed/Deferred Reverue : _ Q

Unrecognized Revenue ; _
reBudgeted Amounts

)
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“Buckets” provide totals for expenditures, charges, and revenues as well as available balances. “Drill-
down” capabilities (initiated by clicking the magnifying glass icon) permit review of the documents
comprising each total. Some useful buckets include:

Expense Actuals

e Pre-Encumbered
e Encumbered
e Accrued Expenses
e Cash Expenses
e Actual Expenses
e Accrued Expenses + Cash Expenses
e Charges
e Uncommitted
o Current Budget - Pre-Encumbered - Encumbered - Accrued Expenses - Cash Expenses
e Unobligated
o Current Budget - Encumbered - Accrued Expenses - Cash Expenses
e Unexpended Accrued
o Current Budget - Accrued Expenses - Cash Expenses
e Unexpended Cash
o Current Budget - Cash Expenses
Revenue Actuals

e Billed Earned Revenue

e Collected Earned Revenue

e Collected Unearned Revenue
e Unrecognized Revenue

o Collected Earned Revenue + Collected Unearned Revenue - Cash Expenses + Revenue
Credits

e Total Revenue
o Collected Earned Revenue + Billed Earned Revenue
¢ Revenue Credits
Budgeted Amounts

e Awarded

Available Balance

Available balance on the BQ39* inquiries is calculated using the following formula:
Available Balance = Awarded Amount + Revenue Credits — Cash Expenditures — Charges

Accrued expenditures are not factored into this calculation. Pending transactions are included in the Available
Budget calculation. (The BQ39* field labels are links — if you click them, you can see Pending amounts.)

]
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Reimbursable Grant: Funding Line (BQ39LV2)

This inquiry page provides financial information at the Funding Line level. The same “buckets” and
“drill-down” capabilities are available as on the Funding Priority (BQ39LV1) inquiry page.

Reimbursable Grant: Funding Priority (BQ39LV2)

Reimbursable Grant: Funding Line

Meny Quick Search

Major Program | Funding | Funding | Funding | Current Actual Total - Unrecogmized

Department Program Program Period Profile | Prioriby Line Budget Expenses Revenue Unobligated Rewenue
v OFMPE 0301 uie] goFzo0s 10 1 $30,000.00 F40.00 F0.00 79,960.00 (F40.007
227 OFMPs 03O ue] goF20= 99 1 $100,00000  (F100.00 F0.00  $100,100.00 F100.00

First Prev Mext Last

Search Sk
~wExpense Actuals

Pre-Encumbersd : _ ':1; Uncommitted : _
Encumbered : _ ':2; Unabligated : _
Pocrued BExpenses _ 'Qa, Unexpended Accred : _
Cash Expenses : _ Q Unexpended Cash : _
Potual Bpenses : _ Back End Splits : _ ':Q;

~*Revenue Actuals

Unkbilled Eamed Rewvenue : _ ':2; Total Revenue : _
Billed Eamed Rewenue : _ ':2; Fevenue Credits : _ Q
Collected Eamed Revenue _ Q
Collected Uneamed/Defered Rewenue : _ Q
fpannny

Unrecognized Fewenue :

Reports and Queries

For reporting purposes, the eMARS Reimbursement Offline Process picks up costs daily (though the
documents are only generated weekly), and therefore reports and queries may be submitted on a daily
basis to help predict the outcome of the weekly billing process. The KY Cost Accounting universe in
infoAdvantage provides access to this data through the Reimbursement class.

Under Reimbursement, costs which carry inactive codes or codes which have been Suspended for
Reimbursement are found in the Reimbursement Suspense class. CMIA-eligible costs remain in the
Reimbursement Holdings class until the calculated date for reimbursement. Costs to be reimbursed
are in the Reimbursement Request class. Costs which have gone through the entire process are found
on the Reimbursement History class.

Statewide reports for grants are accessible through infoAdvantage Shared Documents by clicking the
Statewide Federal Grant Reports link.
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6 — Cost Accounting Error Messages and Handling

Overview

When saving, validating or submitting a document, eMARS performs a series of edit checks on the
document. If eMARS encounters errors, it displays a brief error message on the page. If more than one
error is found, the first error message is displayed along with the total number of errors. For example,
“1/3” indicates that the first of three error messages is displayed.

To view a more detailed explanation of the error message, click anywhere in the message and a popup
window displays. Messages can be a non-overridable error message, a warning or just informational.

To correct the document, review the error message and determine what needs to be done to correct
the document. Click the link for the error and the section of the document requiring correction displays.
Make the necessary corrections and save, validate or submit the document. eMARS performs the edit
checks on the document again.

Validation Messages

If a coding error is found when submitting the document, eMARS displays an error message. Non-
overridable errors indicate data entered in the document must be corrected. Overridable errors indicate
a coding error has been identified but it can be overridden.

Non-overridable Errors
The Department and Program do not exist on the Program Table.

e Verify that a record exists on the Program (PROG) table for the Department and Program
entered.

e If a record does exist on the PROG table for the Department and Program entered, verify that
the record date on the document is within the effective from and effective to dates on the PROG
table.

e The system will default the effective from and effective to dates from the Major Program

(MJPRG) table. If the MJPRG dates are entered and no dates were entered on the PROG
table, then you must modify the dates on MJPRG, before modifying them on PROG.

NOTE: Changing the record date on a payment document, so that it is within the effective dates on
ANY table, may allow the payment document to process, however the AD (check) may fail since the
AD will use the date the check was cut as the record date. That date may be outside the effective
dates on the given table.

The Department and Major Program do not exist on the Major Program Table.

e |f the system inferred a Major Program from the Program entered, verify that the record date on
the document is within the effective from and effective to dates on the MJPRG table.

e |[f the system did not infer a Major Program, verify that the Program entered is correct.
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The Department, Major Program and Funding Profile do not exist on the Funding Profile Table.

If the system inferred a Funding Profile, verify that the record date on the document is within the
effective from and effective to dates on the FPRFLST table.

If the system did not infer a Funding Profile, verify that the Program entered is correct and that
an FPI4 entry exists for your Major Program, Program, Program Period, and Funding Profile.

The Department, Major Program and Program Period do not exist on the Program Period Table.

Verify that a record exists on the PPC table for the Department and Program Period entered,
and that the record is associated with the Major Program that was inferred.

Funding Profile could not be inferred.

Verify that an FPI4 record exists for the Major Program, Program, Program Period, Funding
Profile entered.

If no Activity is entered, make sure the Reimb Eligible field on FPI4 is Eligible.

If an Activity is entered and you intend for that Activity to be eligible for reimbursement: On the
ACTYV table for the Fiscal Year, Department and Activity, verify that the reimb eligible checkbox
is selected and the Reimb Eligible drop-down list on FPI4 is Eligible.

If an Activity is entered and you intend for that Activity to be ineligible for reimbursement: On the
ACTV table for the Fiscal Year, Department and Activity, verify that the reimb eligible checkbox
is not selected and the Reimb Eligible drop-down list on FPI4 is Ineligible.

Verify that the object is on the OBJ table and the reimbursement eligible checkbox is selected.

See if you have entries on POEX or PAEX for a given Program, Activity or Program, Object
combination. Entries in these tables reverse eligibility defined elsewhere.

Budget line not found for Dept / Major Prog / Prog / Period / Fund Prfl / Fund Prty / Fund Line within
Reimbursable Grant Budget.

Verify that a Program and Program Period Code are entered on the document.

Verify that a budget exists on BQ39LV1 for the Major Program, Program, Program Period,
Funding Profile, Funding Priority.

Verify that a budget exists on BQ39LV2 for the Major Program, Program, Program Period,
Funding Profile, Funding Priority, Funding Line.

(Awarded + Rev. Cr) must be greater than or equal to (Cash Exp. + Chrg. + BES).

The posting line amount exceeds the available budget for the Funding Line on BQ39LV2, or the
accounting line amount exceeds the available budget for the Funding Priority on BQ39LV1.

Remember, accrued expenditures are not factored into the Available Budget calculation, so it is
possible for a payment request to process but the resulting disbursement to fail. Also, Pending
transactions are included in the calculation.

Verify the amounts to be paid cannot exceed your budget amount on both level 1 and level 2 by
looking at BQ39LV1 and BQ39LV2 tables.

This is a Non-overridable error, so a payment against this budget may not be made. You must
increase the existing budget, add a priority under the existing priority or not charge the budget.
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Overridable Errors
Major Program must be active.

e Active checkbox is not selected on MJPRG for the Department and Major Program entered.
Determine if document needs to be overridden or select the Active checkbox on the MJPRG
table.

Program must be active.

e Active checkbox is not selected on PROG for the Department and Program entered. Determine
if document needs to be overridden or select the Active checkbox on the PROG table.

Program Period must be active.

e Active checkbox is not selected on PPC for the Department and Program Period Code entered.
Determine if document needs to be overridden or select the Active checkbox on the PROG
table.

Funding Profile must be active.

e Active checkbox is not selected on FPRFLST for the Department and Funding Profile entered.
Determine if document needs to be overridden or select the Active checkbox on the FPRFLST
table.

Table Setup Common Errors
Major Program — MJPRG
Values in the organization fields are not authorized for the current user.

e Verify that you have security access to update the MJPRG table for the Department entered.

Value of field Reimb Budget is not authorized.
e Verify that the Reimb Budget field is 39.

Value of field Reporting Basis is not authorized.

e Verify that the Reporting Basis field is N/A, Cash, or Accrual.

Value of field Split Type is not authorized.
e Verify that the Split Type field is Front End Split (FES).

Name is Required.

e Verify that you have typed a value in this field.

Short Name is Required.
e Verify that you have typed a value in this field.
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Program — PROG
Billing Agreement Date required if eligible for reimbursement.

e Verify that there is a billing agreement date entered.

The Department and Major Program do not exist on the Major Program Table.
e Verify that the Major Program entered is valid for the Department on MJPRG table.

Major Program Required.
e Verify that a Major Program is entered.

Name is Required.

e Verify that you have typed a value in this field.
Short Name is Required.

e Verify that you have typed a value in this field.

Program Period — PPC
Invalid Program Period Inference Start Date.
e The Valid Date has to be ONE DAY GREATER than the previous PPC Inference End Date.

Name is Required.
e Verify that you have typed a value in this field.

Short Name is Required.
e Verify that you have typed a value in this field.

NOTE: There are some conditions under which no error message is issued in eMARS, but in the
nightly cycle the data will fail to load to infoAdvantage for reports until a correction is made:

e Entry of incorrect Major Program on PROG table. eMARS allows you to enter any valid
Major Program on a new Program in the PROG table.

e Entry of incorrect Major Program on BGPDR document. If you enter a different Major
Program when establishing your budget, the budget data will not load to infoAdvantage.

e Entry of incorrect Fiscal Year or Accounting Period on BGPDR document. You are
permitted to enter any Fiscal Year or Accounting Period on your BGPDR, but if you enter a
closed period, the data will fail to load to infoAdvantage. It is best to leave Fiscal Year and
Accounting Period empty and allow them to default to the current period.

]
g cal dms 118 of 128



eMARS 501 Cost Accounting — Projects and Grants

BGPDR Submission Messages

If a budgeting error is found when submitting a Program Period Reimbursable Budget (BGPDR)
document., eMARS displays an error message. Non-overridable errors indicate data entered in the
document must be corrected.

Non-overridable Errors
Action cannot be new if the budget already exists.

e If you are modifying an existing budget, verify that the Action equals Modify on both levels of the
budget structure.

Action must be new if the budget does not already exist.

e If you are establishing an original budget, verify that the Action equals New on both levels of the
budget structure.

The Current Budget amount must equal the sum of the children Current Budget Amounts.
e Verify that your level one budget equals the sum of your level two budget(s). Please note the
Increase/Decrease checkbox in addition to looking at the amount.
e After entering your level two budgets, make sure you have clicked on smart budget rollup.

e Verify that the Major Program, Program, Program Period, Funding Profile, Funding Priority and
Funding Line exist on the respective tables.

Major Program must be Active.

e Active checkbox is not selected on MJPRG for the Department and Major Program entered.
Determine if you need to create or modify a budget for the Major Program and select the Active
checkbox on the MJPRG table if appropriate.

Program must be active.

e Active checkbox is not selected on PROG for the Department and Program entered. Determine
if you need to create or modify a budget for the Program and select the Active checkbox on the
PROG table if appropriate.

Program Period must be active.

e Active checkbox is not selected on PPC for the Department and Program Period Code entered.
Determine if you need to create or modify a budget for the Program Period and select the Active
checkbox on the PPC table if appropriate.
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Funding Profile must be active.

e Active checkbox is not selected on FPRFLST for the Department and Funding Profile entered.
Determine if you need to create or modify a budget for the Funding Profile and select the Active
checkbox on the FPRFLST table if appropriate.

NOTE: Inactive Major Program, Program. Program Period and Funding Profile will issue
Non-overridable errors on BGPDR documents as opposed to overridable errors on other
documents such as payment documents.

Major Program not allowed for budgeting.

e Budgeting checkbox is not selected on MJPRG for the Department and Major Program entered.
Determine if you need to create or modify a budget for the Major Program and select the
budgeting checkbox on the MJPRG table if appropriate.

Program not allowed for budgeting.

e Budgeting checkbox is not selected on PROG for the Department and Program entered.
Determine if you need to create or modify a budget for the Program, and select the budgeting
checkbox on the PROG table if appropriate.

Program Period not allowed for budgeting

e Budgeting checkbox is not selected on PPC for the Department and Program Period Code
entered. Determine if you need to create or modify a budget for the Program Period, and select
the budgeting checkbox on the PPC table if appropriate.

Funding Profile not allowed for budgeting

e Budgeting checkbox is not selected on FPRFLST for the Department and Funding Profile
entered. Determine if you need to create or modify a budget for the Funding Profile and select
the budgeting checkbox on the FPRFLST table if appropriate.

NOTE: Again, there are some conditions under which no error message is issued in eMARS, but in
the nightly cycle the data will fail to load to infoAdvantage for reports until a correction is made:

e Entry of incorrect Major Program on PROG table. eMARS allows you to enter any valid
Major Program on a new Program in the PROG table.

e Entry of incorrect Major Program on BGPDR document. If you enter a different Major
Program when establishing your budget, the budget data will not load to infoAdvantage.

e Entry of incorrect Fiscal Year or Accounting Period on BGPDR document. You are
permitted to enter any Fiscal Year or Accounting Period on your BGPDR, but if you enter a
closed period, the data will fail to load to infoAdvantage. It is best to leave Fiscal Year and
Accounting Period empty and allow them to default to the current period.
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7 — Optional Functionality

Overview

eMARS has other features and functionality that your agency may choose to implement. Some of the
functionality available includes:

e Accounting Templates with Program / Program Period

¢ Rollups
e Task Structure
e Phase

e Task Order

Accounting Templates with Program / Program Period

Program and Program Period codes are frequently entered on accounting templates to eliminate the
need for end users to have to obtain the current Program Period for grant expenditures. These
accounting templates must be maintained carefully. eMARS will correctly process payment requests
referencing earlier documents using older Program Periods. If, however, a payment request goes
through with the incorrect Program Period and the Accounting Template is subsequently updated, it can
be complicated to get the correct Program Period on the disbursement.

If you choose to manage your grants using this approach, be sure someone is responsible for updating
accounting templates to reflect the current Program Period for each Program. At the end of the Federal
Fiscal Year, several accounting templates may require modification.

Rollups

As with all Chart of Accounts elements, Major Program and Program may have rollup codes to facilitate
grouping these elements for reporting purposes. Class and Category are centralized elements
established by Statewide Accounting Services (SAS) as requested on a first-come, first-served basis.
They can be used by primary recipients to prepare reports where subrecipients have used different
codes for Major Program or Program. Type and Group are departmental elements and may be
established and used by departments in any way they see fit.

Rollup codes are maintained on the following tables:

Rollup Code Table ID | Maintained by Rollup Code Table ID | Maintained by
Major Program Class MJPCLS | SAS Program Class PCLS SAS

Major Program Category MJPCAT | SAS Program Category | PCAT SAS

Major Program Group MJPGRP | Departments Program Type PTYP Departments
Major Program Type MJPTYP | Departments Program Group PGRP Departments
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Task Structure

Task structure is a simple alternative reporting structure available to support Cost Accounting tracking
and reporting. Task and Sub Task codes can be utilized as a simple data structure.

Phase

The Commonwealth is not currently using Phase, but specific agencies may use this level for additional
tracking. This level is not required in eMARS. Phase is keyed by Department and each Phase code
must be associated with a Program.

Task Order

Task Order is an additional Chart of Accounts element available to agencies for tracking costs.

8 — Recommendations
Several additional recommendations are encouraged:

e Suggested Conventions
e CMIA Method Change
e Weekly Reimbursement Process

Suggested Conventions

e When establishing funding priorities for a funding profile, number them 10, 20, 30, etc. rather
than 1, 2, 3, etc. This allows you to insert additional priorities later if needed.

e When establishing funding lines for a funding priority that splits between funds, always establish
the first funding line as your federal customer.

e When establishing an MPS structure, do not establish new Major Programs and Programs to
account for a new fiscal period, such as a Federal Fiscal Year. Instead, establish your Major
Program and Program once without a year smart coded in the code, and distinguish years by
using the Program Period Code.

e |f, however, you have overlapping multi year periods, you should choose one of the following
three options:

o Establish separate Major Programs for the different grant periods. Some agencies
have chosen this route so that they can use Program Period Inferences.

o Set up inference dates that do not overlap, even though they don’t accurately
reflect the grant period. Inference dates differ from effective dates — you can use a
Program Period code after the Inf To date has passed. So for example, for GRANT09
that has one grant period running 10/1/2009 — 9/30/2012 and a second grant period
running 10/1/2010 — 9/30/2013, the Program Periods “09” and “10”are established
using the Federal Fiscal Year dates (10/1/2009-9/30/2010 and 10/1/2010-9/30/2011,
respectively) and no inference is done. Users are required to specify the correct
Program Period on accounting transactions.

]
g cal dms 122 of 128



eMARS 501 Cost Accounting — Projects and Grants

o Set up a single Program Period = “NA” and identify the grant period as part of the
Program code. Establish the Program Period with an Inf To date that is far in the future,
and users code “NA” on every accounting transaction.

e |f you are a sub-recipient of a grant, please contact the primary recipient for instructions on
setting up the Major Program Structure in your Department. At a minimum, they should dictate
the Major Program Class, Drawdown Department and Drawdown Group. Other elements such
as Program may be different in the Sub-Recipient Department than from the Primary
Department, if there is agreement to do so.

e Be consistent in naming your Funding Profiles. If your 100% Federally Funded grants are set up
with a code of 100F, do not set some of them up as 100FED.

e |f you have situations that do not require you to break out a Major Program by an accounting
period then establish your PPC = NA, and set the inference dates on the PPC table from
7/1/2006 to 6/30/2020.

e When establishing Program Period Codes to represent an accounting period, only use the last
two digits of the year:

o 2008 =08
o 2009 =09
o 2010=10
o 2011 =11
o 2012=12

e Reports will be generated with this convention. Failure to follow these procedures may result in
not obtaining the appropriate information to report your awards or make your draws.

e For Major Programs in which you intend for the system to generate REs and CRs, Drawdown
Group is required. Step 1 is to request a Drawdown Group for your Department from SAS. Step
2 is to associate your Major Program(s) to this Drawdown Group. It is the Primary recipient’s
responsibility to provide the Drawdown Group to any sub-recipients.

e For Grants that you share with other departments where there is a Major Program set up in
each Department, you can establish a Major Program Class to “tie” activity against the Major
Programs in those Departments together for reporting purposes. Step 1 is to request a Major
Program Class. Step 2 is to associate your Major Program(s) to this Major Program Class. It is
the Primary recipient’s responsibility to provide the Major Program Class to any sub-recipients.

e Give careful consideration to your choice for Federal Appropriation Setup on the Major Program
Table, and be sure to use the table indicated by your choice.
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CMIA Method Change

In eMARS, the CMIA method used is “Average Clearance”. Major Programs that are not CMIA-eligible
— those not included in the Treasury-State Agreement (TSA) — are not required to use a CMIA Method.

In eMARS, there is a limited number of Customer codes. Therefore, as you establish grants in eMARS,
consider the following recommendations for setting up the Funding Lines in your Funding Profiles:

State/Federal | MARS Setup (Billing Cycle)

eMARS Setup on Funding Line

(non-CMIA-eligible grants)

Federal Manual entry of draw Customer = “FEDMANDRAW”
documents Reimb. Output Type = “None”
Reimb. Frequency = “None”
CMIA Method = “None”
Federal Composite Clearance Customer = “FEDNONE”

Reimb. Output Type = “Generate REs/CRs”
Reimb. Frequency = “Daily”
CMIA Method = “None”

(CMIA-eligible grants)

Federal Zero Balance Customer = “FEDZBA”
(CMIA-eligible) Reimb. Output Type = “None”
Reimb. Frequency = “None”
CMIA Method = “None”
Federal Composite Clearance Customer = “FEDCMIA”

(“FEDFHWA” for Federal Highway projects)
Reimb. Output Type = “Generate REs/CRs”
Reimb. Frequency = “Daily”

CMIA Method = “Average Clearance”
(Enter CMIA Setup record.)

State Weekly Customer = “STATE”
(all grants) Reimb. Output Type = “None”
Reimb. Frequency = “None”
CMIA Method = “None”
&
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Weekly Reimbursement Process

The weekly reimbursement process runs on a Monday through Friday cycle. The process consists of
four jobs that run at night:

¢ Reimbursement Selection and Calculation,
e Reimbursement Generation,
e Negative Draw Prevention, and
e Reimbursement Output.
Reimbursement Selection and Reimbursement Generation run every night. Negative Draw Prevention
and Reimbursement Output run on Friday nights.
Reimbursement Selection and Calculation
Reimbursement Selection and Calculation performs four functions:
e |t gathers accounting transactions from the Cost Accounting Journal and a file of transactions
that have been identified as suspended from reimbursement.

e |t retrieves Drawdown Groups, Drawdown Departments, and Drawdown Units from the Major
Program table and applies them to all transactions associated with Major Programs for which
they have been defined.

e |t identifies transactions that are suspended from reimbursement and writes them to the
Reimbursement Suspense table.

e |t creates the file for the next nightly process, Reimbursement Generation. This file is the Ready
for Reimbursement table.

Reimbursement Generation
Reimbursement Generation performs three functions:

e |t reads the Ready for Reimbursement table created by Reimbursement Selection and
Calculation and the Reimbursement Holdings table, the latter to which it adds records.

e |t retrieves reimbursement frequencies from the Reimbursement Frequency Date table and
clearance patterns from the CMIA Setup table.

e |t processes accounting records in two categories: CMIA Programs and Non-CMIA Programs:

o CMIA records for which reimbursement should be requested by the next working day or
sooner are written to the Reimbursement Request table. CMIA records for which it is too
soon to request reimbursement are written to the Reimbursement Holding table.
Records that are suspended for reimbursement are ultimately written to the
Reimbursement Suspense table.

o In cases where the Non-CMIA records dictate a maximum reimbursable amount, records
will be split if the maximum amount is exceeded. The records, or split portions thereof,
that are within or equal to the maximum reimbursable amount are written to the
Reimbursement Request table. The records that exceed the maximum reimbursement
amount are written to the Reimbursement Holding table.

Negative Draw Prevention

Negative Draw Prevention prevents the automatic generation of Receivable and Cash Receipt
documents that would sum to a value of zero or less by a specified variable. Kentucky’s implementation
will accomplish this by using the values housed in the Letter-of-Credit field on the Funding Line or
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Program Period. Negative Draw Prevention will summarize the records on Reimbursement Request by
Letter-of-Credit. It will remove the records that sum to a total of zero or less from Reimbursement
Request and write them to the Ready for Reimbursement table.

Reimbursement Output
Reimbursement Output uses the Reimbursement Request table and produces three products:

e Generated documents (Receivable and Cash Receipt),

e Billing data file, which the Transportation Cabinet submits to the Federal Highway
Administration, and

e Reimbursement History table.

For records having a Drawdown Group codes, Reimbursement Output generates one Receivable
document for each unique combination of Drawdown Group, Customer, and Major Program (document
line limit permitting). It generates one Cash Receipt document per Drawdown Group (document line
limit permitting).

Reimbursement Output submits its RE documents. The RE documents will process to Pending and be
submitted to workflow when generated (unless they reject). It loads its Cash Receipt documents to the
Document Catalog in Draft phase.

Finally, Reimbursement Output creates Reimbursement History table records that cross-reference each
reimbursement record to the reimbursable record from which it was created.

9 — Session Summary
Tables — Cost Accounting reference tables are used to setup the Major Program structure.

Subrecipient Table Setup —Communication between primary recipients and subrecipients is essential to
maintaining appropriate table setup for grants in eMARS.

Documents — eMARS uses documents to record financial information and administrative events into the
system.

Reports and Inquiries — eMARS provides several reports for cost accounting needs. Inquiry pages are
also available for locating cost accounting information.

Error Messages — When saving, validating or submitting a document, eMARS performs a series of edit
checks on the document.

Optional Functionality — Additional Chart of Accounts elements are available, but optional, for cost
accounting.

Transition — Suggested conventions for table setup, and a description of the reimbursement offline
process.
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Review Questions

Question 1: eMARS uses Front-end split functionality, which

A adjusts the input document to infer and record the accounting codes and the funding participation information
at the time of validation

allows the funding to be split between select chart of accounts elements

performs the funding source calculations for transactions at the time of document validation

Updates budgets real-time so the financial status is known immediately

m oo|mw

All of the above

Question 2: The Major Program cannot be entered on the accounting line of an accounting document.

A True

B False

Question 3: What elements must be included on the accounting line of payment documents?

A Major Program and Termini

Program and Program Period

B
C Program and Phase
D Funding Profile and Funding Priority

Question 4: In eMARS, there are only six Customer codes used for Cost Accounting.

A True

B False

Question 5: Suppose you have a Major Program for which awards cover two federal fiscal years, and two awards
have been received: one in federal fiscal year 2009 and one in federal fiscal year 2010. Assuming both awards will be
tracked within the same Major Program, if Program Period 09 is established with a Program Period Inf From date of
10/1/08, which of the following is the recommended Program Period Inf To date?

A 09/30/08
B 09/30/09
Cc 09/30/10
D 10/01/10

Question 6: For the same Major Program, suppose Program Period 10 is established with a Program Period Inf To
date of 9/30/10. If a third award is received for federal fiscal year 2011, which of the following is a valid Program
Period Inf From date for Program Period 117?

A 09/30/11
B 10/01/11
Cc 10/01/10
D 10/01/09

[0
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Review Answers

Question #1: eMARS uses Front-end split functionality, which

Answer: E | All of the above (page 7)

Question #2: The Major Program cannot be entered on the accounting line of an accounting document.

Answer: A True (page 11) Major Program is inferred from the Program (PROG) table entry for the
Program code entered on the accounting line. An exception is the JVC where all elements
are coded.

Question #3: What elements must be included on the accounting line of payment documents?

Answer: B Program and Program Period (page 5) If Reporting Basis = “Cash” or “Accrual” on the
Major Program table, Program Period may be inferred rather than entered by users, but
even so it must be included on accounting lines before a document will process.

Question #4: In eMARS, there are only six Customer codes used for Cost Accounting.

Answer: A | True (page 32 and 65)

Question #5: Suppose you have a Major Program for which awards cover two federal fiscal years, and two awards
have been received: one in federal fiscal year 2009 and one in federal fiscal year 2010. Assuming both awards will be
tracked within the same Major Program, if Program Period 09 is established with a Program Period Inf From date of
10/1/08, which of the following is the recommended Program Period Inf To date?

Answer: B 09/30/09 (page 63) Program Periods cannot overlap. For this reason, it is recommended
that Program Periods for multi-year grants be established with inference dates that
indicate the first federal fiscal year of the award period.

Question #6: For the same Major Program, suppose Program Period 10 is established with a Program Period Inf To
date of 9/30/10. If a third award is received for federal fiscal year 2011, which of the following is a valid Program
Period Inf From date for Program Period 117

Answer: C 10/01/10 (page 22) If prior Program Periods have been entered, the Program Period Inf
From date must be one day later than the Program Period Inf To date on the prior
Program Period.]

]
g cal dms 128 of 128



